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FORWARD .■ 

''' * ' o ' , 

This edition of the Eljnira^ Col jo g o Information Manual supercedes 
previous ones. ■ 

3*he Information Manua l identifies specific duties and responsi- 
bilities of the various segignents of the faculty and administration, 
lists general regulati(fias and prerequisites, and shows the relation- 
ships among the offices. -..The brief statements of responsibilities 
for the major college offices are not job descriptions, but are" 
guidelines to help faculty, staff, and students direct questions to 
the appropriate office. ^ 

In addition to the Information Manual, the College publishes annually: 



a. 


Elmira College Catalogue 


b. 


A dvisoVs ..Manual 


c. 


Continuing Education Catalogues 


d. 


Graduate Catalogue 


e. 


Faculty. Committee List 


f. 


Student Handbook 




Course Description Catalogues 


/ h. ' 


College Directory 



These publications are considered part o£ the Information Manual 
in that they expand on certain itenris in the ManuaL ' d 



The regulations and prescriptions in the Information Manual are 
considered to-be part uf the? Professional and Contractual obligations 
between the lacuity and administrators and the College. 

vSti^gestions for improving. futvire editions of the Inforrtxation Manual ' 
a"^^* \\>-^^rome hriri sric>uLd ^i^nt to the Provost. 



Effective: April, 1974 
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SECTIO^N I 
ADMINISTRATIVE ORGANIZATION 



In the following section the responsibilities and functions are 
described so as to provide a guide for th& identifications of 
offices TO which questions, requests for information, and re- 
quests for action can be directed. The following chart is 
intended* to convey a generalized view of the major lines of 
responsibility. 
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OFFIC E OF THE CHANCELLOR ^ ^' 

1. The Chancellor has the following responsibilities; 

a. si-o administer the government and direct the 
func tiomng oi the College as its chief executive 

officer, . 

b. uy ac! as The agent of cornfnunications between 
the Board of Trustees and all other College ' 

t onsviTuencies : 

c . to promote *.he well-being and the excellence of 
the College by workipg constructively with the 
Board, ^he of fic er s, the staff, the faculty, and 
' the studeius.' 

* d. to repxesent the College at profess'ional and 

Collf^L^e functions, - " 

u> urcrpr fhe College to the general public; 

u to prepare the annual capital and operating 

budgets oi the College for the Board of Trustees 

iJiv to plan the future development arid programming 

oi the College. 

The r( latK)nships of the Chancellor and the Board of 
Trus^( es arc staged in Article Ylt of the By-Laws of 
Llrrura Colieire (January 27," 1945). 



^^:±'j.2^J^ Chancellor of the College shall be a 

nv^mbet ex onic lo oi the Board of Trustees and shall 
ho tne hf^ad oi all oducat lonal departments of the Col- 
Iciiv exemsum, subject to the rules and regulations 
'M Mie Bo??rd ui 'Trustees, such supervision and 
d:rc^s ::or as Will promote the efficiency of such edu^ 
^ a-onal depar'menis. He shall preside at the meeting 
o! 'h( )ai T,il-y aiui shall be the official medium of com-, 
r-nun;: ai::ni h^-vvf^ni the facrulry and the Board of 
• Irustccs, atid bei.vcen. ^he students and the Board of. 
] riy-i ft:;, 

Ile shaii rr. ^^^\Inel^d to the B()ard all promotions and 



u 



assignments for the faculty. 



He shall be responsible for the educational standards 
and discipline of the College, and for executing such 
measures concerning internal administration of the 
College as the Board of Trustees o'^^ Executive Com- 
miTtee may enact, and shall perform such other duties 
as from time to time may be assigned to him by the 
Board of Trustees. 

Section Z . The Chancellor of the College shall make 
and submit to the Board of Trustees at its stated 
meetings, and a? such other times as the Board pr 
the Execu :\ e Committee may require, a report of 
the work and condition of the College, and shall pre- 
sent for the Board* s consideration such measures as 
he shall deem nec essary or advisable for the welfare ' 
of the -College. ■ 

Sec Ti on 3. In case of vacancy in the office of the 
Chancellor ol the College, or of the absence of the. 
Chancellor, or of his inability to serve, the Board ^ 
may appoint an Acting Chancellor of the CciUege. 

Under. these provisions the Chancellor is concerned 
directly or through administrative officers,- faculty, 
and students with the following: o 



a. 


administrative policy, 


b. • 


educational programs, 


c , 


faculty contracts, 


d. 


promo* .ion, t enure ^ salaries, 


e. 


appointment of new personnel, 


f. 


college bud^^^t^; 




buildings . ' 


h. 


denel(jpment and public relations; 




applications for grants; 


J ' 


disriplrne cases. 



The Chancellor is a member of all College committees 
as ex o:f]^^o, acT.ve, or as Chairman. He is Chair- 
man ot -her D:s( iphne Commutee, the Academic 
Sfandrirds c:cunm-;ttee, and the College Advisory Board. 

Fhe ihi uity are asked to avoid confusing matters which 
belong in ^hc scleral administrative officers by failing 
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to use proper channels. Maetters having to do with 
administration should be presented in writing if pos- 
^sible. D . 

F or Faculty purposes, varying with the area to be 

considered, the most common administrative channel, 
is - - 



(1) Dean of Administratio^n, and/or (2) Provost, or 
appropriate administrative department head, and 
(3) Chancellor. Requests concerning expenditure of 
nonbudgeted funds, academic policy^ or procedural 
matters should follow this channel. 



r'' ' ' * . ■ • . ■ . • . 
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I-B. OFFICE OF THE PROVOST 



Board of Trustees 



Chancellor 



Provost 



ERIC 



Dean of Administration 

Dean of the College 

Dean of Continuing Education 

Director, Gannett- Tripp Learning Center 

Registrar and Director of Institutional 
Research 

Director of Career SerxJ'ices 
Dean of Admis*sions 

The F*rovost has the direct re isponsibility for the proper 
organization and functioning of the academic program 
of the College within its established policies and stated 
purposes*. - He promotes scholarship among faculty and 
students, maintains proper standards of instruction, 
and encourages the development of all available re- 
sources for continuous Improvement of the academic 
program. -He fulfills specific duties assigned to hirh'by 
the Chancellor: He isP Chairman of the Curricuhirn Com- 
mittee and of the Faculty Executive Committee. In the 
absence of the Chancellor, the Prov<\st is the officer icn 
charge. If the absence of the Chancellor is to be brief, 
the Provost will function in place of {he Chancellor 
only when delay would be prejudicial to the College or 
any of its constituents. In a more protracted absence 
of the Chancellor, the Provost will exercise authority 
for the Chancellor to insure that all function's of the 
College continue as? normally as possible. 

Thc'spec ifu responsibilities of the Provost include the 

fv/i 1 owing: \ . ■ , 

a. the supervision of all offices reporting to his; 

11 
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the development and supervision of budgets 
for these offices; 

^curricular* matters including curricular 
development and the discontinuing, alternating, 
and initiation of courses and sections; 
academic procedures; 

in conjunction with thfe Dean of Administration, 
evaluations of faculty for retention, tenure, 
promotions, and salary; 

in conjunction with the Dean of Adrr ijiistration, 
recruitment of new faculty; . 4 

counseling faculty; 

unusual student difficulties and questions; 

ex officio 'membership on all faculty committee 

P^.^^^^ annual evaluative reports for the 

Chancellor. 



OFFICE OF THE DEAN OF ADMINISTRA TION 



1. The Dean of Administration is the principal contact 
.between the faculty arid the administration on all 
matters relating !,to faculty functions, ' ^--^^^"^ 

2. Responsibilities of the' Dean of Administration include 

a. To improve the quality of education at Eimira . 
. College by: , . 

(1) Recruiting and maintaining faculty.who 
are sincerely interested in student- 
centered interdisciplinary education and 

. who^.are willing to work to improve in- 
struction through the iise of any and all 
' ' . techniques which are. likely to produce 

. -I" ^ positive results. ' ' . ' 

(2) Encouraging and leading faculty^ in the • . 
development of interdisciplinary pro~ 
grams and incorporating experiential 

" /learning itito the curriculum. - 

(3) Encouraging faculty participation in off. 
; ^<;;<iampus learning. 



(4) 



Dtevel raping sound methods for faculty 
evaluation?. ' . . 



(5) He.lpmg faculty develop their potential 
as leaders in curricular innovation. 

(6) Implementing a'pproyed curricular changes 

(7) Helping faculty see themselves as part of 
the El-ry^ira College Community committed 
to the development and irnprovement of 

aspects of lhat commuriity. c 

■(8) Encouraging faculty to participate actively 
in the Field E;j^perience program with the 
expectation that such participation will 
lead t'^ riece.ssary improvements in the 
program. 



. (9^) Interpre- :ng for the, faculty College 

policies which are essential for the ^ 
maintenance of high standards. 

(10) Developing a syslenn of faculty account- 
abilir-y which will insure continuing 
quality periormance and maintenance 
of academic freedom.^ 

(11) Improving existing curricula'r programs. 

(12) Developing new programs., 

(13) , Ensuring , maximum educational return 

from expe'nditures frpm acaderaic budgets. 

(14) ^;Em ourag'ing activities which contribute 
r.^ to The intejtlecxual climate of the campus. 

(16) Encouraging The professional, develop-^-^ 
menv and c ommunity involvement of the 
faculty, 

.(16) - Alerting faculty to op'portunities for ob- 
taining grants for the development of 
programs in giver^ areas. 

(17) > Crea 2ng an a mosphere of mutual trust 

so •'ha* free discussions can develop. 

(18) Ensuring the most efficient and effective 
use oi lacuj'y associates.' 

(19) Hel|)ing facuhy improv^e as :«tudent advisors. 

To develop *he ^potential for flexibility and variety 
m programs a Jable to all Elm^ra ..p^llfege students 
by coordinaMng programs through^.'' 

(1) ,-Jucl'tious U3e* oi available faculty. 

(2) F^lan^ung programs :n such a way that a. 
^:\er) experience may be useful to all 
student So • c 

(3) • IJsir.g the experT^se of all faculty in the . 



t 
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development^f-new programs, 

(4) Working closely with the personnel in Con- 
tinu:irig Education to develop new programs 
of value to both full- time and part-time . 
students. 

cooperate fully with all administrative offices 
recognizing ^hat it is not possible to separate the 
academic from the economic and social aspects of 
the educational process. 

Prepare an annual evaluative report *for the 
Chant ellor„ 
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I-D. ' OFFICE OF THE DEAN OF j;HF_^r^r^^ 

1. The Dean oi ^he CoiJf^ge directs the activities of. the 
following oiiic es. 

a. Assis a\: Dean xor Resid ence Hajj^ _and^_ 

H C.aims 44 : tigT— ' """" ~ 

' ■ ■ b, ^ Cour^selor lor Men, 

c, Direc'oi oi Fi nancsal Aid. 
Id. Exe.^^u^"^\e ^lead^llesident. 

e. D-ire< u>r or the Campus Center. 

■ ^ '. ' J. 

.2, .Respons.bilz-.es.oi ^he oiut.e include: 

'' v. . ^ - , -. 

a. 0\ ei Si enm . 

' ' ./^^^^ntenanc^e ox -residence halls. 

(2) ^S'udent a< T:iv:ties and apganizations. 
K^'^ / "(3) Hearh Center, 
i, .. l*^) Reside nce hall hie., 

' " (5) F.na nt.:al Aid. - ^ - 

- ■ Pr.egara-:on and administration oi budgets 

for* the oiiu c. ' . ^ 

c. Coordhi?i'.pn oi' :he Higher. Education Op^ 
por-uri.*:cs Program. 

d. ' . Empi(j\ rner/"' stall, 

^. ■ Ad^-:s:rig Fo r t : gn^S-Ujien: s. 

. f. , Coord:r.-.*:()ri oi academu and personal counseling 

- . ■ and ad\ :s,i / . 

■ ■ . ' t ■ 

■ j> g. . Coord:iA*^^'n oi Jun:or Year Abroad. 

^* ln.;:a-ng .nid ma;n-a3n:ng c oniart. wifh parents an 
♦ ^^^''('^ s a. -t . ,i,g 3 ddenf s» * . 

' /■ • ^ V ■ 

3^ - ' En^ (.urag. r.g aji at*;\c rela^sonship between in- 
■ . ■ , -elie^ ual ^nd SfH">a] ac!:v:^3es. 

. ■ Prepara-.on oj an annual evaluative report for 
■" he Cha i.< v .lur. 
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OFFICE OF THE DEAN OF CONT INUING EDUCATION 
AN D COM MUXfr.Y SERVICES ' 

1. . The De^n o: Cur .iriUing Educanon and Community 

Ser\-;vfs ;s respoi.siblt lor the development of 
programs *>^h:' h rela*e 'o ^he needs of part-^time 
students, bo;h graduaie ar:d undergraduate.- 

2. Respons:b:i: es oi me ofiice include the following 

a, Sup{.r\ :s.on and developmeni of the 
prc\ui^m in Con inuing Education. 

b. Supt r .s.(H.,ar;d de elopment oi the 
Czradud*^ program. 

c . Sup( I ' ■:S\i.*r, and de.velopnaem of the = 
Tea-' bt-r Educ ion program, 

d. D<^^t iopmeni oi nevv programs m 

Cbr - ,-.i ng Kduca * : on and Community 
y ■ S er : , I e s / • 

t'. Cof>rd: tui . i.g Cor* inuxng Educ ation 
programs U : h oTher campus edu- 
. , V ^1 ' - ' ^^"^ ci ^ p t Oj e c s „ 

i- Prt'pare an annual t^valuative report 
I ' h> Ch-c^ lor . 
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I-F. OFFICE OF THE DIRECTOR OF THE GANNETT^TRIPP 
LEARNING CENT ER ' . ^ " ' 

o ; ' Managemem- oi the Learning Center including 

a(qui^:nons, f:rcula':on, collections, production 
*pol:c:^es and procedures, and staffing and staff 
developmer.;^ :n c onsub.aiion with the Learning 
Center Commivee. . 

2. . Development and promotion of th^ Learning 
Center ConcepT by identifying and*"integrating 
all available resources wnhm the college, and 
. the communiTy. 

y * * ' ■ 5- Deveioprner.? of ihe Learning Center as the focal 

/" ^. ' pojm u>r leaix.mg by sHidents., faculty and ad~ 

mini s: ra or s, / . ' 

, ' ■ 'i 

^ Providing :niorma ion and training for gathering 
and apply, nt^ I'hi or mat -.on for experimentation 
. .'^"^1:1 ^^^^' h-ng ra-egies and learning styles. > 

5. Dex eippmen^ oi' a ronrentranon or rnajor in* 
■ V . commun: f a: :onvS by integrating existing c^ourse 

oiicx'.n^^s uj'li 'hose irom oiher disciplines and 
- - ' newly. Creat eri ( our ses. . 



c:oord:natr(ni ol production services for the de- 
velr)pmeiv o: ;ns7 rut tional materials and related 

airx;ij;ary Si-r^ u es, " ' . ^ 

Prepare an'an*;Vi.^l evaluative report for the 



I~G. OFFICE OF THE REGISTRAR AND DIRECTOR OF 
INSTITUT I ONAL R ESEARCH 

1. Prepara ion oi class schedules and examination 
schedules. 

2. Condufiing reg^s ranon. 

3. Preparation ot class lists and enrollment re- 
ports, . 

4. PreparaTU)n ol reports on enrollment, probation, 
honors, membership in honorary societies, and 
other mai T er s. 

^ ■ 5. Evalua"t:on oi transcripts, 

6. Super\iSio.n and administration of tests. 

The Diret^Or oi Ins^im-ional Research shall be 
re3pons3bh lor design and preparation of ln~ 
formatjonal rc^ports necessary for academic 
planning and evaluation, and shall annually 
assess ;ht value of and need for any such re- 
ports. ^. . ' . 

8. The D.retU)r ot Insrr:ut-. onal Research shall 

. prepare an a^- ntjal report on the academic prog- 
ress oi Elm: ra 'College students and shall in- 
terpret tnai repor:. ' ' • 



[ 
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OFFICE OF CAREER SERVICES 

1. The Director of the Office of Career Services hap 
responsibility for the administration of the Field 
Experience Prug'Tam, of Dual Degree Programs, 
and of the overall career service program avail- 
able to all Elmira College students and alumni. 
fncludt>d in the latter program are the eleitients 
of career counseling, placement and graduate 
and professional study aJdvis-efnent. 

a. Field Expe ridenc e Program 

(1) * The Director approves all Field 

Experience contracts and assists' 
students m finding appropriate • 
neld placement. ' - 

(2) The Director renders decisions 
concerning student requests fo,r 
waiver of any part of the Field 
Experience requirement. 

{3K In the event that a faculty member 
IS Anahle'to arrangenhe necessary 
visits for a sponsored. Field Ex.- 
- . perience, the Director will try to 
assist by arranging visitations. 

(4) The Di?*ector will cultivate Field ; 
Experience opportunities and de- 
velop lield program.s supportive 
of the Field FJxperience prog^r^m. 

i^) Prepare^ an annual evaluative re- 
- ^ pun for the Chanc ellor. 

b» / Placemeal^ 

The Coordinator of Placement is responsible to 1 
the Dire( for and has the pnincipal function of 
assisting seniors with the placement process, 
^ 1. e. ,^ establishment of placement file, prep- 

aration of resmne's. and letter's. of application 
and ioUow-^up correspondence, interview * 
techniques and job search techniqjies. The Co- 
ordinator wjII also arrange for recrniters to 
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come on campus and publicize job openings. 
The services previously mentionea will also 
be available to all graduates of the College. 



The Coordinator of Placement will work with 
the Director in arranging on- carhpus career 
days and with the general process of under « 
graduate career counseling. 

The Coordinator of Placement, as the need 
arises may be called upon to assist with the 
visitation oi Field Experience placements. 

The Coorclinator of Placement will also assist 
students lu finding part-time en ployment. 



V 



9. . ' 



19 



I- 1. OFFICE OF THE DEA N OF ADMISSIONS. 

1. The Dean of Admissions is respons-ible for: 

a. a revieu and direction of all adftiissions pro- 
cedures and recruiting activiti^l; 

b, selection, supervision and evaluation of 
' • - ' ■ adm}ss:ons s*aif* ' 



preparanon of and control ove^^' the admissions 
budget • 



d. ser\ing as Chairman of Admissions Committee 
and a rnember'of Scholarship and Academic 
Standards Commitrees; ^ , 

e. development and coordination of Alumni 
Represen*a*.\e program, 

f. deneiopmen of programs involving high school 
^ and commvi-'a^y college gmdan^ce personnel; 

g. repft sen-mg Elmira College on the . College 
Cen*er of Uie Finger Lakes Admissions Council; 

. respons:bje ior The overall long« range planning 

for adm.ss;ons, ^ . 

1. prepara'^.on of an annual evaluative repdrt 

for the Chancellor. . . . * 

A dmi s s 1 o n s _ C u\i n s e I or s' serve as the field representatives^ 
of tlte Colleue. fn addition to .Iheir primary responsibility 
of vjsirmg hjgh schools and discussing programs with ^ 
^counselors ar.d po ennal candidates, other responsibilities 
include , . 

a,' mti'^l .T\ er\.ews. . 

d. part, ipa-um ni College Center of the Finger 
... 'Lakt's o: r: rec ruj^ :ng programs,- 



20 



When on campus, the Admissions Counselors are 
responsible for conducting campus inte rviews- aud, 
in the absence of a volunteer tour guide, giving 
campus tours. In addition to these duties, they 
read and evaluate candidate folders, write letters 
to candidates mterviewed, and perform other office 
duties as necessary to assist the Dean of Admis sians. 
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OFFrCE OF^TPIE ASSI STANT TQ niE CHANCE LLOR 
AND DIRE CTOR OF DE VE 1 ^ OPME N T 

Board of T r u s t e e s 

- • .» ■ 

Chancel lor ' ■' 

Assistant t o the Charxcelior and Di c ecto r . • 

of De\ e lopmetii 

0 

Director of Public Relations 

Director oi Publications 

Dire( ror oi Alumni Affairs . .. 

1. The Assistant to the Chancellor and Director of be- 
v-elopment aids the Chancellor in establishing and " 
maintaining a program' of sugiport for Elmira College. 
While the focus of^'the program ;s on fund raising, 
^ the Director qf Development concerns himself with 
a number of ae;tivities wh>ch promote thp reputation 
of and interest in ETmira College. He supervises the 
preparation of proposals to foundations, co rporations,- 
industries, individuals, and groups othe r than govern- 
ment agencies and the program of Deferred Giving. 
Although fhe Director of Development will provide - 
advice about fhem^ proposals to government agencies 
will usually be compiled m^the office' of the Ex- 
ecutive Assistant ^o fhe Chancellor. 

,The Director oi D^velopnuMit :s responsible to the 
Chancellor and supe r\ i se s and coordinates the 
activities of the Director oi Public Relations, the 
Director of Publications, and the Director of Alumni 
Affairs. ' 

J. jThe Dir^e£io^ has the responsibility 

for publicizin«g Elmira College through every means 
possible. He is the person to communicate for the 
College, with newspapers and pe i:.iodicals, radio and 
TV stations, and other med^a which may spread infor- 
mation and publicity material about Elmira Coflege, 

Specifically the Direc^tor of F'ublic Relations: 
» . 

.a. operates a ru^ws rni orinatiotx bnreau, including 
coofdinaaon ui sports :iev. xS. 
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. (Adequate co^ erage oriaculty activities and 
College events depehds on the flow of infor- 
liwnm o D.ret or^oi Pubbr Relations, 
•p'ai ul y should -ake ?he 3mnai\ve in consulting 
*he Director Ox Publ:i Relatsons when they 
discover ne % svvx>i -hy maiertjal. The Director 
oi Pub ii Rf ia :,ons,.' soliCiing material, will 
• regui^r -v ^ ur sui ^he administrative offices, 
and ;arm-\ members. All oificialmews re~ . 
leasf s : rimi EilTiira College will be made 
Through he Oi; e o: Public Relations by the 
Di r VI o: . ) * , 

ach .^os 'IK s'.r-i:. oi he Octagon, 

^is^^:s s 'he D.rrc^fir o: Development in the 
p'ar.T ,rc and adrn:ris rat:ori oi ^special events; 

pro^ :dt s suppt^r: ^nd rharersal for fund-raising; 

super ^ ; s- 'UiSe oi t arnpus laciruies by off,- 
( amp^iS gi oxiips 

^ ■ . 
s.er-.es as ed: or ot college, neus publications; 

g. provde;^ i . a ; son hei^veer,' c ollege and off-^campu^ 
elemeni s . " . 

h. carr :es ou su^ h o-her duties as the Director'of 

De^- e) (' nmen! as&agns. 

All reports c-ot. a:T r.g gei>eral infofrtiation about the' 
.CoUege^shou^d ii* (le^ared vvi ,h ^he Executive 
A^^sis\an: u> t h? Ch^^nt eilor betore they , are mailed 
rrom ihe ^ar.ous sa:r oii.ces. Repor* s containing 
I man^ :iai da ct *^u^»jjd hnv.c he add)^ronal clearance 
of the Ch:e: F;]:<?i^u ai O;; ( er and ihe Chancellor. 

-^^"^^ Ihl^l'^H P:. h'^:!^.::' designs, edit s, • and pro^ 
duf all c;:!.c;.a. Coijt ge Publ:< arsons except those 
produced br- sM.d^ r.-r s.o He es abr. shes production 

hedules/ nic; i: n:r,:5 »t \ or .c s oi publications and 
rornmun.* a'(>8 /o?^- .jiege w:rh printers and other 
ter hn', (ril pt Dpif -It essary lor tho^produc lion of , 
public at'.or-n. domr 'piibJ: ( ations which would-be cycled 
through On. e m Pub:.^a..ons are. catalogs. 
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directories, brochures, pamphlets, books, -Jl'yers, 
posters^ reporffi, program's, advertisements ^nd 
letter s« . ■ 

Design of all work budgeted-rirxough the Office of 
Publications is the responsibility of that Office. " 
'Design, format, siie, type paper,^ inks, printer 
and over-all production. is part of thfe Xccountability 

of the Office . of Public at iojis.' - 

• . i '■ . '■ * 

The director of PubUcations^is^ the Advisor of the" ' 
. College Student Yearbook. ^ @ther\A.ds'e\ the Director- 
of. Publications will <^v5trry.out such ciuties as the 
Director of Development assigns. ' • 

' ' - ■ ' ^ J- - ■ ■. 

The Director of Alumni Affajrs works' closely with 'S\ 
the Alumni Assbciatxon andlts offkers and with the \ 
Djrecjtor of Development. Ih the production of ''the \ 
''Campus'* magazine and the E^fmra College Alumni 
Bulletin, t;he. Director of Alumni Affair s consults - / 
and cooperates with the 1:1) rector of Publications and 
the Director of F^ublix Relations.' Further 'respon>. 
sibilities. of the Office of Alumui Affairs include the 
-organisation and encouragement of alumni clubs and 
their programs, the selection and training of leaders" 
among the alumni, operational responsibility for 
certain Alumni Fund projects, and to assisfihe 
"Director of Develtjpment with *he pro-gram of de- 
ferred giving and"(»sJate planning. 

Each office shall pr.epare an annual evaluative report 
for the Chancellor. . ^ ■ 
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OFFICE OF THE eHIEF FINANCIAL OFFICER 



1. The Chief Financial Orficer is responsible for all 
financial functions as they relate to the development 
of the total educational program within the philosophy 
and objectives of the College. This responsibility 
encompasises the 6p^e ration and administration of the 
accounting system and financial procedures of the 
College, : , ' 

(1 . ' • ' ■ ■ / _ . 

2. Specific responsibilities of the office . include the 
following: • . 

a. Assist the Chancellor in the formulation- ^ 
of the business policies to be recorn- 
mended to the Board, 

b. Establish and maintain proper- systems • 

of accounting, budget control, cost analysis, o 
internal control, purchasing, receipts and 
disbursements, and.supervise the operation 
of these systems, ■* ; . ^ 

- * - , ^ ■■ " . ' ■ 

c. Be responsible ior the formulation. of re- 
ports to the Board for budgets and accounting. 

•* - . ■ ' 

d. Supervise the accounting department of the 

" College, Maintain an accurate and eff.ective 
accounting system in accordance with Board 
regulations and Uniform Procedures as 
established by the American Council on Edu- - 
cation.. ■ . 

e. Supervise financial record-keeping of all 
auxiliary enterprises. ' 

f. . Supervise the financial aspects of the financial 

aid funds and other student activities. . 

g. Be responsible -for adequate insurance cover- 
age for all the College property and its 
operations, ' 

h. Advrse^^departments as to procedures con- 
ctirnirl^l^-^ppropriafcions, expenditures, and ^* 

x accounting^practices. 
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Supervise the preparation and control of the 
annual budget. 

. Compile necessary data for statistical reports, 
cost comparison analysis -p,nd budget projesctions, 
and interpret these. 

.V. 

Supervise the preparation of a'^ccounting reports 
and arinual report schedules. 

Cdmpile necessary data for cash forecasting and, 
in consultation with the Chancellor, invest excessf 
cash for short periods of time. 

■i 

^Administer the payroll and^personnel affaifs of 
the College, including: 

(1) Payroll and personnel records. 

(2) Staff salary schedules. 

(3) Faculty and staff benefits. ^ 

'Perform special duties assigned by the Chancellor. 

Prepare an annual evaluative report for the 
Chancellor. . 



OFFICE OF THE BUSINESS MANAGER , 

!• The Business Manager is responsible to the Chancellor 
for" those departments and employees of the College 
not part of ihe. academic staff,. 

Z\ He is responsible for the economical purchase of all 
supplies and materials bought by the College, 

3. He supervises the operation of the following: 
al Food Service; 

b'; Physical Plant, - including, re sidence halls; 

c. Bookstore; i. . , ^ ^ 

d. Post Office; ' " 

e. Duplicating; 

f . • Other auxiliary enterprises. 

4. He is responsible for preparation of an annual eval- 
uative report for^the Chancellor. 
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Office. OF t he diiu/:tor of athlet ics And 

PHYSICAL EDUCATlbN^ " " " ' • 

•1. c> The Director of Arhlt s and f-'iiysical Educatidn is 
responsible Ic the- Chan< l.» i^r a^ adrainistratj.ve head 
of the interc ollegiate, intramur^^l, and recreational 
sports programs uf the College, including those of 
the Murray Athle^n P^ducatxon Center and the Soaring 
.Eagles Goli Club.. 

2. The Director acao ser^^^:> a :.*oor dinator of the Physical 
Educaiio^n and Aihlerii Coa ^ r iug and Recreational 
Leader ship. Cert if? cafe progranil|s. 

3.,. Further, the Dir^i-tor ox Athletic s shall; 

a. supervise all programs and activitie-'S in his area 
of r esporiSi.bi.iry, 

b. uphold the poln ies ci_fZlmira College and all 




d. 



be respons:lbje fox a.* athletic iacilities; 'the 
schedixling and maintenance thereof: 



e . 



be respon'aibiC icr tlie eq\*ipnienr of the sports 
progr<irns, 



confer ^'."ith the Cn^i ru; ellc>r and/o r the prjper 
adminiotr atcvr ' t ont erning the appointirient, 
tenure, salary and prt-anotion of the athletic 

coaching and i n si' r r--. (iun slalf; 



^ake resporiSibvJ : ?• V tcr uw ':itandards of in-- 
struciicn and ct/a>..h:.ng ^n rti<r: programs; 



properly ridm^nisit^T ffa- budgets for which he - 
is resporib;blr - 



supervise the pt r sonn-ei in ail areas of his re- 
sponsjbiHty , . . ■ ^ 



maintain rec or ds as required: 



prepare an a>muaj ev al\.at?.\'e report for the 
Chancellor; 



supervise fhi* operation of fht Sports Infor-. 
mcMxc>n Bun-avi :n v.M>pf ration, uilh fhi:^ 
Director *\r' PubJic Relations. 
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DIRECTOR OF DATA PROCESSING AND COMPUTER • 
PROGRAMMING ^ ' ^ 

1. The Director of Data Processing and Compujter 
Programming is responsible to the Chancellor 
for: ' . . 

a. overseeing all operations performed 
within the departrnent; 

b. establishing schedules and priorities of 
work to be "done by department and program 

■ therefore; 

c. doing the majority of the systems analysis 
for' the department; 

d. employing and training new staff as the 
need arises; 

assisting in the selection of new equipment; 

'\ ' ' 

\ . ■ ■ . . 

i.. maintaining accurate documentation of ^ 

, normar work processed; 



\ 



V g. y malntaiaing reasonable security of the 
Y center and its records; ^ 

h. . ' developing shorthand long range plans for 

the department based on the collegers short 
' _ and^long range plans. 

i. , ' preparing an- annual evaluative report for 

* the Chancellor. 
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EXECUTIVE ASSISTANT TO THE CHANCELLOR 



!• The Executive Assistant to the Chancellor assists in 
development a1id implementation of the projects of the 
Chancellor's Office. He serves in a liaisdn capacity 
for information gathering and dissemination for staff, 
faculty and students on matters that concern policy 
or those for which special attentiori^needs to be given. 

2. Specific areas of" responsibility: 

a. . development and implementation of ad- 

ministrative policy; 

b. . planning and implementation of educational . 

programs; 

c. coordination of federal grant projects; 

d. evaluation and recommendation for pro- 
posals subinitted to the Chancellor's 
Office; 

e. compiling information for and completion 
of required external reports; especially 
federal and state reports, and other 
questionnaires; 

f. planning and execution of College work- 
shops; 

- g.*. coordination of Commencement activities, 

faculty offices, office equipment dis- 
c. tribution; - 

»•« ■ . . . 

h. Deputy Director, College Center of the = 

^nger Lakes; 



i. serving on administrative and faculty com- 
rhittees by appointment. 

3. The office, of the Executive Assistant shall be the de- 
pository for all questionnaires completed by any other 
office. All repoj^ts containing general information 
about the College should be cleared with the Executive 
Assistant before they are mailed from other offices. 
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SECTION 11 
FACULTY ORGANIZATION 
Definition of faculty for voting purposes. 

The Elmira College faculty includes the Chancellor,- who shall 
be the presiding .pff ice r of the faculty, the Provost, all persons 
with the rank of Assistant Professor and above, instructors 
who have taught one year at Elmira College,, and the major 
administrative officers listed below. 

Dean of Administration . 

Dean of the College , * . . \ 

Chief Financial Officer 

Dean of Continuing Education and 
Community Services 

Director of Career Services 
■ Assistant to the Chancellor and 
^ Director, of Development 

Dean of Admissions 

Registrar and Director of Institutional 

Research ^ * 
Executive Assistant to the Chancellor 

These persons shall .bfe eligible to vote at faculty meetings. 

Under Article VIII, Secfion 3, df the By-Laws of Elmira 
College, the Faculty: v. 

1. may determine the order of business and parliamentary 
procedures for its . meetings; ^ 

2. may ^request the Chancellor to present to the Board of 
Trustees its recommendation on any matter that it 
deems to be of vital importance to *the College; 

3. shall set' standards for admission to the College; 

4. shall recommend candidatAs for honorary degrees; 

shall, when requested by thV Chancellor or Provost, 
determine standards of conduct ;pimong students or 
otherwise assist the administration in matters of 
discipline; * . 1 
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- , 

shall establish a system o/ grades and credits; 

shall devise and 'establish the curriculum; 

shall set re'quir ements for gradjuation and recom-' 
mend students for ^d^gftees. 

culty Committee 

Section four of the Academic Statute of Elmira College 
providers for the formation of faculty committees. In - 
addition to ad hoc committees which may be formed 
from time to time by the Chancellpr or the Faculty Ex 
ecutive Committee, the following. Standing Committees 
have been established. 

Executive Committee : Chaired by the Provost, 
the Committee includes four faculty members 
elected for one-year renewable terms. Mem- . 
. bers must be above the rank, of instructor, have 
served Elmira College at least two years, and 
are elected in the spring to serve the following 
y^ar. 

The Executive Committee; 

(1) nqminates Faculty members to be, 
elected to committees, trying to 
assure an equitable distribution of 
committee work ai:nong the Faculty; 

(2) appoints committee members when 
necessary ip its judgment (for instance, 
to insure aome continuity of member- 
ship on a committee, to match a 

' special skill or knowledge to a com- 
mittt^e's work, or to fill an unexpected 
vacancy); 

(3) recommends to the Chancellor changes 
in the organization of the Faculty into 
commi/ttees; 

(4) ' prepares the agenda for meetings of • 

the Faculty; 



publishes minutes' of the Faculty secretary; 
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. (6) receives all committee minutes and 

supervises the operation of committees; 

(7) represents the Faculty between Faculty 
meetings; 

(8) nominates the secretary of the Faculty, 
the Facility- representative to the Leg- 
islative Board, and the Faculty repre- 
sentative to the Press Conference; 

(9) > may sit as a grievance committee for 

a Faculty member, but it will hear only 
those grievances that it considers 
academic. 

Curriculum Committee; Chaired by the Provost, 
the Committee includes four faculty members 
elected to one-year terms; the Dean of Adminisi 
tration,^^Dean of . Continuing Education, and the 
Registrar. ' - 

The Curriculum Committee recommends new 
^courses, considers petitions for waiver of Col- 
lege requirements, and acts as an impetus for 

curricular change. 

Academic Standards Committee ; Chaired by the 
Chancellor, the Committee includes the Provost, * 
Dean of the College, Registrar, Dean of Ad.:r 
missions, and two members and two alternates 
elected by the faculty to one-year terms. 
(Alternates attend meetings when a regular 
member is unable to do so. ) 

The Committee reviews the academic performance 
of students and recommends probation or dis-' 
missal. It also considers requests for grade 
changes. . / 

G raduate E - ducation Conrimittee ; Chaired by the 
Dean of Continuing Education and Community 
Services, the Committee includes the Director 
of Clontinuing Education and four faculty mem- 
bers elected to two-year terms, two being elected 
c^ch year. . * 
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"The Committer oversees the Graduate program 
including admission of students, selection of 
faculty, curricular and degree candidacy. 

Advisory Committee on -Tenure and Review: " " 

1. The functions of the committee shall be 
as follows: 

(a) to participate in the study of, . 
and the development of policies 
for, staffing at-Elmira College. 
This study shall be based upon 
careful and realistic estimates . ' 
of enrollments, budgets, and 

, other variables over five to ten 
years; 

(b) to clarify and recommend criteria 
for the evaluation of faculty meym- 
bers; 

(c) to make recommendations with re- 
•gard to the retention of individual 
faculty members during and sub- 
sequent to the end of the probationary 
period. as defined under the. 1940 
Conference Statement on Academic 
Freedom endorsed by the Association 
of American Colleges and by the 
American Association of University 
Professors. '■ 

2." The committee shall be staffed as follows; 

(a) the committee shall include two . 
top academic administrative officers 
other than the Chancellor and eight * 

, (H) faculty members, two of whom 
shall be appointed by the Chancellor; 

(b) eligibility for electiori'and/ or appoint- 
ment shall be^the same as for the 
Executive Committee of the faculty; 

(c) the elected members sliall be 
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DeaA of Adm;n- siration, Dean of Continuing 
Education, the Registrar/ the Coordinators i:-. 
of Academu Phsnning, and four (4) faculty ' 
members elec tt d Itjr one year terms. 

The Cur rat ulurn Curnmittee recommends new 
courses, tons^ders petitions tgr waiver of Col- 
lege requ3 rement £3, arid ac ts as impetus for 
curricular c hange, Tfxt Committee is respon- 
sible for. these iunct^oris for the undergraduate 
and graduate programs m both the **day'^ and . 
Continuing Educ ation programs. 

Learning Resovirc^s Committee 

Chaired by the Dir^^UOr oi the Gannett^-Tripp 
Learning Center, the CommiiXtee includes the 
Dean of Administration, three faculty members 
one elected by and trom each oi the Academic 
Planning Areas for one year terms, and two 
members appointed by the Provost. 

The Coinmittee acts as an adviser to the 
Director the Learning Center and as a 
liaison between Faculty and the Learning 
Oeritei. It. administer s the acquisitirtns 
polic^ (see pages 103 104). 

Academic Standa r lis -Admis sibns Committee 



Chaired hy the Chancellor, the Committee in- 
cludes the Provost," Dean of the College, 
Registrar, Dt^an uf Administration, Dean of 
Admissions, and tour icieulty members elected 
for two year lerms, two being elected each 
year. 

The Committee rt^v^ews the academic per- 
formance of students and recommends pro- . 
barion or dismissal, considers requests for 
grade changes., acts on apphcations for 
admission, and establishes u.uidelmes for 
such action. 

The Discipline ComirDttee . * ' 

Chaired by ^he PrmnsT^ tt,e C^uiuriTtlee includes 
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faculty elected to two-year terms, one each year. 

The Committee recommends policy and procedures 
for administering financial aid to students. It 
reviews each application for scholarship and other 
assistance submitted-^^by upperclAssmen and determines 
awards^ 

Discipline Committee : Chaired by the Chancellor, 
the Committee includes the Provost, the Dean of the 
College, Senior Professor, Patron Saint of the 
accused's class and - without vote - the Chief Justice 
of the Judicial Board. . ' 

The Committee advises the Chancellor when severe 
disciplinary action is indicated for a student. When 
students from more than one class are involved in 
a hearing, the Chancellor may increase the size of 
the Committee by asking the several Patron Saints 
to hear all of the accused. 

Discipline problems for part-time students will be 
Handled by an ad hoc committee selected by the 
Chancellor and including some or all members of the 
Discipline Committee and some representatives of 
the Office of Continuing Education and Community 
Services. ^ 

. Learning Center Coi^mittee : Chaired by a member 
elected by the Committee, the Committee includes 
the Director' of the Gannett- Tripp Learning Center, 
the Dean of Administrati'on, and not fewer than six . 
faculty members elected fip^ one-year terms. 

The Committee acts as an al^visor'to the Director 
of the Learning Center and as a liaison between 
Faculty and the Learning CeA^ter. It administers 
the aqquisitions policy (see p^es 103^104). 

Advising Committee : Chaired b^y a member elected 
by the Committee, the Committee includes the 
Dean of the College, Dean of Administration, , and 
four faculty elected to one-year terms. 

The Committee recommends advising policies and 
procedures, encourages, strong adviser-student 
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• ^College Adv? .sory Board 

Chaired by the Chanc elhir, who does not vQie be- 
cause he Ts the pariy the Board advises, the Board 
includes the Pr^^'vust. D^-an oi the College, 
Assistant Deans oi fht- College, the Se'ndor Pro- ^ 
fessor, the Fact>ji\ Representative to Legislative 
Board, one member elected by the Faculty, the 
Chief Jusf ice Oi f he . lud? cial Boa rd, the President " 
of the Student Assoc saiion, mne students who are 
elecsted represeniaii\^-*s of residences, and one 
student who is the elected representative of full- 
time non- resident siudenfs. Non> voting repre- . 
sentatives of Oc tagori ^nd WECVV and a non-vpting 
student secreta^ry attend meetnigs. 

The Board acts as an adxisor to the Chancellor 
and B'oard of Trustf *es on al] matters normallyiv 
considered '^student affairs.'' 

Advanced Studies ConirriJjttee " . 

Members were appo;nted t*n April' 1*6, 1975, with 
mernbership to lermmate on or before June 1, 1976." 

Responsibilities ot the cornm'ittee include: 

-a. ^ Develop a proposal for a Master in Pro- 

f'es-sional Studies program to be submitted 
•to the New York Stare Education Depart-- 
ment dur>ug the academic' year of 1975-.76., 

b. To evahiate and morntor the quality of 
current Master 6i Science in Education 
programs unlil a Master of Professional 
Studies rs apprtned. 

c. To de\elOp a permanent Advanced Studies 
Commniee ^trurture on or before June 1, 

■ 197b. 



(The next paue ia^3^^i 
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annual caleduiar for sppr^oval by the Faculty. In 
preparing rec 6mmenda' -ons, the Chancellor, the • 
Provost, Dean ui AdinAiJstratson, Dean of Conl 
tmuing EcIuca-,:on and Commun:*y Ser\ ice^, Director 
of Developm^r;^', , and repre.senfat:ve students are 
normally ron^sulced. 

Lib e ^/^j Siad:_e s^- S^^ Chaired by 

a rriember eiev ^ed by the Connmj^-ee, the Committee 
includres one ia c u.ty^ membe r from. each of fhe generic 
groups, and the Dean of Administration. 

The Gomm:."^^ee 'has responsibiiiTies for assuring the 
success, of :he I ibe ral Sludges pr ograrnL-by. ^ 

moni-oriTiU and evaiua^img 'hv iulfillmen"- of 
^he obn'cV 't s of ^hi' progrfttm, 

- arraiigjng iot events or program^ c.ommon 
•'^o fhe (N'i^.^re prouram - • 

prrH>ioi:nu ^ our du.'a^ :(>:• and eonimunj canon 
w:th:n ine program, 

- - callnig nnrefrrgs oi ^he I. iberal Studies faculty 
as 'rhe r.ee d ,iir:svs, 

- - - c^ev:sing p:rograms lo develop iar'ulry effective 
ness as i^' r ela: es **o- the needs oi ihe i.'.bera] 
Sltidu'S prf^grani. 

- -^;«>btainxnu and d- s^r :^bur.ng :^ nforma^: on about ' 
*ea< h;ng ^t 'hu.:r^ui s. ' ^ 

mipie.nif n!>nu r<nu^d.aj prcn^rams as needed* 

'r.V^''^^ C'(>nunr'er- '[^\o pe^rs<»ns elected by 
the- P'aeui^v ^tUi]] re«e \e » nr'-r.bul ons from {acuity 
-arid shall s^nr? fio.wciH nu rrsbers ni ^ht Crnlie^e 
\-(nnnv.ir..\\ or t r larnii t.*s.. 

^i'*attii*-y Or <- 1.* a-' . (>r> ( 'r nnrti . ^ : <• t- f'firc e members 
eh^cled bv ^he Ja :ni*\ v. ork u-rh ^he D(^an of Ad- 
inini.s^:ra':^n pre|iar*- <i ^tr j)re ti^a f . ^ns 

t ) » xpkiiTi the npt-r-i^H.!? nj Fllnl^ra CoDi^ixc new 
membtMNs ^ht 
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— " Commencencient Committee : The Executive Assistant 

to the Chancellor in consultation with all necessary - 
makes the arrangements for the Commencement 
■■ ceremonies, 

s» . ^Catalog Committee : Smc^, virtually every office on 
^ campus needs to review or prepare some portion " 
of catalog copy, the Faculty and Staff as a whole are 
the Catalog .Committee, The Director of Publications 
has riesponsibility for the catalog and serves as ex-, 
peditor. ^ ■ o 

o ' . . . • 

D. Other annually elected Faculty positions 

a. Faculty Representative tp the L egislative Board 

b. Faculty Representative to the Press Conference , * 

c. Secretary of the Faculty 

d. Parliamentarian of the Faculty ' 



41 




SECTION III 
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GENERAL POLICIES A^p REGULATIONS FOR FACULTY 

A. Prompt and regular aiiendance, up^" all appointments 
' , is expected of the faculty. In case of nfeces sary 

absence, such as for sickness, a teacher should, if 
possible, make provision himself for hjs class and 
inform the Dean of Admmisiration at .once„ 

B. «Students.,will-wait for a late member of the faculty 

for 15 minutes. li a faculty member knows before- 
hand he will be late, he should notify the Dean of 
Administration and if possible the class. 

C. The faculty are expected to'auend the all-College 
, Conyocations as announced from time to .time. 

D. Attendance at faculty and c ommittee me etmgs.is 
expected oi the iaculty, * ^ - - 

E. Mat-ters discussed iii facuHy and roif^mittee meetings V 
are generally coniident^a] . Ii is asked that no such 

' : TTiatters be .discussed before persons outside the 

faculty circle, and that no mformal'ion about the 
votes or about -the opmidns expressed in these 
meetings, be given. Faculty meeting minutes are 
prepared from the off:cial tape recording of the 
meeting. Use of a tape recordei- othe r than that 
used to produce, the official record is not permitted. 

F. Fa^:ulty meetings a'r^ condu( ierJ under the parlimentary 
guidelines of Robert s Rules. oi Order. 

G. The cap, gown and hood are \vorn for Commencement 
as well as at other spec :al' ceremonial occasions that 

-maybe called. Faculty inember 5 are expected to 
participate in these oc cas.:()ns }n academic costume. 
Such cosjtume may be rented or bought through the. 
^ Chancellor ^s Off n e, 

H. Academic processions*^ are regulated on sirscfly 
aca^iemfc Imes. In ail processions the rank to be 
observed is as follows, administration and professors, 
associates, assistants, and instrur.fors^ each' m * 
order of appointment. 
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*I. Faculty members givitig talks to civic and ot]^er ' 
organizations should leave an abstract with the 
Director of Public Relations before the talk is 
given. This will enable that office to fui*nish 
newspapers and other agencies with the proper 
information. 

J. Members of the faculty may not accept appointments 
. ^ or engage in business or other outside activities 

without the consent of the Chancellor. This regula- 
tion covers: 

!• connection with.any business Enterprise 
as owner, partner, officer, director, 
consultant, or agent; 

2. connection with any public office either by 
election, appointment, or employment; 

3. connection with any professional associa- 
7 tion, educational institution, or founda- 
tion as trustee, officer, lecturer, or 
representative. 

K. 1. The College's support for research. will be primarily 
for post doctoral research and for the completion of 
- articles and/ or books for publication. Requeats willb 
granted in the following ardef of preference: 

1. * post doctoral research for completion of 

articles and/or books for publication; 

2. graduate work -- completion of final 
stages of 'Ph. D. ; 

" 3. institution of projects resulting in pam- 
phlets or books. 

2. A member of the faculty desiring a research grant 
should consult the Dean of Administration and make 
, his re^quest in writing to him. The request is then 
forwarded to the Provost who will send it with his 
i^ecommendations to the Chancellor for a decision. 
Written reports evaluating the resnilts of the research 
are due in the Chancellor's Office by November 1 
after the grant is awarded. No monies on a research 
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^ grant will be available until July first of the year 
the grant IS made. 

. [ ■ 

3. Resignation from the College automatically vacates 
a grant, and- a member oi the faculty who accepts 

a grant also agrees to repay any monies received 
if he resigns from the C ollege before the beginning 
of fall classes in the year the grant is awarded. 
Any grant from a source other than the College will 
reduce a College grant proportionally unless an 
exception is made by the Chancellor. 

4. Research policies are delineated in Section XV of 
this Manual. 

The normal teaching loads of faculty members may 
be either in the day or evening classes, on or off- 
' campus, during the academic year. A faculty mem- 
ber willing to teach extra hours on request in either 
will receive extra compensation. Except under most 
unusual circumstances a faculty member . may not 
teach an overload of'mpre than 2. i> units (4 credit 
hours) during any long term-. Any. day class over- 
load must^be approved by the Chancellor. . 

In case of emergency every staff or faculty member 
^ on campus is an authorized person'representing the 
College. If the circtimstances are such that in' the 
opinion of the" staff or faculty member, the police 
should be called, he should not hesitate to call them. 

The College maintains a speakers bureau of the 
faculty that may be called, upon to furnish faculty 
speakers, free of charge, to civic organizations.. 

According to Artick:^ 61, Section 3003, of Education 
Law, every pel son teaching m the State, of New York 
is required to subscribe to an Oath of Allegiance to 
the Constitution of the United States of America and 
to the Constitution of the State of New York. 

Summer addr^^sses should be filed by the faculty with 
the Provost and with the Campus Post Office. 

No item of business whi( h constitutes a change in 
^policy shall cpme to vote at a faculty meet ing without 
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prior consideration by a standing or special committee 
or at a previous faculty rneeting. This rule^may be 
waived by two-thii is consent. 

Faculty members are expected to a*ssisl the Admissions 
Office by draftmg letfe rs for applicants and high scHool 
teacher s,part7cipat: ng ju special programs for candidates, . 
interviewing applii anis. and otlier activities such as 
school visits and Cc^llege Night programs. 

The scheduling of the use ox College space and facilities 
by organizations or personnel outside' oi th^e College 
should be referred to the Ofiice of Public Relations. 

Faculty secretarial ser\:.ce is available through the ■ 
Office of the Chancellor. 

To use audio^visual eNquipment {various kinds of pro- 
jectors, screens, rec ord playe rs, tape recorders) 
blanks maiy be obta;n^d from the Director of the 
Learning Center^ filled ou\ and returned to him for 
execution. It is highly desi^rable th^t last minute 
requests not be made v: . . . 

To obtain and use lilmsj requests on the proper blanks 
should be relayed to the Coordinator of Instructional 
Materials. Sufficient imie shotild be allowed to obtain 
films through the ma^ls. 

Factilty Travel' (See also Section VI D). The College 
policy in regard to attendance oi the faculty at pro- 
fessional meetings is as follows 

I.' The budget U>r lacuJty travel has bee.n 
assigned to the Oil ice o'f the' Dean of 
Admitiist ratio n. 

2v Anticipated nips lor the year should be 
indicated to the Dean^of Administration 
as early as possible., J An estimate of 
expenses or: a Tra \ el Authori zat ion and 
R ^"^H^^-yst J[^"^£ TfE"-^'^ form to be 

obtajncd frorr. the Dean of Administration 
• , shotild be submitted ior approval to the ^ 
Dean oi Aclmmist ration ten days prior to 
travel date to be transmitted to the-Chief 
F^man^cial Off;rer. ' « 
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3. ' After the trip an Elmira College Travel 

and B^uginess Expe nse Report form should 
be submitted to the Dean of Adrn^inistration 
^'or pro< essing. The faculty member will 
be pa-id this amount by check from the 
Business Olfice- In no case vC^ill the 
* amoura paid be in excess of the amount 
previously approved. 

4. li a faculty member attends a professional 
meeting from a point other than Elmira 
(as often happens in the summer) he should 
not ask for reimbursement for the costs 

of travel in excess of the cost from Elmira 
to the lo( atiun of the meeting. 

5. As a rule the College supports trips to 
• • regional .proless>,onal meetings only if 

that region includes the Elmira area.f- 

6. ' If two or more faculty merribers attend the 

same 'meeting, they should ''double up^» oh 
their travel and other arrangements to 
spread the travel budget as tar as possible. 

All trips away frotn campus involving students (sucll as 
field trips, spons days, etc. )' should be registered in 
the Office of the Dean of the College. Field Trip Pro^ 
pos^l forms may be obtained from that office. This 
^ registration should provide the names of the students 
involved, the faculty member in charge, the place to 
be visited, the date and inne,; and the means of trans, 
portation. Fatuity members should also iniorm the 
Dean of Administration of 'the place to be visited and ' 
the. date of all field-trips and receive approval in-, 
eluding the exprMiditur-e of funds from the College 
field -trip budge r. 

Contact the r):rector oi Infe r f ollegjate Athletics to 
schedule one of the College buse's. Departmental costs, 
scheduling procedures and budget approval may be - 
obtained at the Dean of Adm}ni stration^s office. 

All registratioti oi events c^nd reservation of space on 
campus for these events is handled by the Director of 
the Campus Ctr^fcr. 
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If a member of- the faculty or staff has been assigned 
a student assistant, he should keep a record of the. " 
hours the assistant works and be certain to keep with- 
in the amount allowed m the work-aid budget. Students 
on work aid may sexuie iorms on which to report 
these hours to the Dean oi the College's office on the 
first day of each monthc These forms must be signed 
by 
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the faculty or stati s^ipervisor of the Vork-*aid student.^ 

DUPLICATING SERVICE ' " 

A duplicating service is maintained by the 
College. Prior approval for duplicating • 
instructional material needed by ths Faculty 
must be secured by having the Dean of 
Administration sign order forms to accom- 
pany the material before it rs taken to the _ 
Duplicating Office. ; 

Order forms are obtainable from the 
Duplicatmg Oifice. At least two (2) days 
should be allowed for running materials 
which have already been prepared. 
Ordinarily such prepared material is pre- 
sented di^-ectiy to Duplicatmg Office, and 
only those materials related to the materials 
oi ones course a/*r- to be duplicated at any 
time. 
\ 

It a iacalty member wishes very extensive 
duplicating such' as a trial textbook or a 
laboratory manual, he should consult the 
Business Manager so that a fair price rnay 
be charged the siudents. 

Faculty Sc< retaries will also prepare mas- 
ters jqr iin^l examinations and duplicate 
them* Members of the faculty must pro- 
vide readable and continuous copy to the 
Ofnct^ a* Ifas^ stwen {!) days before the 
exammat.on IS to be given. 

There st zW be no outside printing of any 
dovuriien^s/i^huh ran be handled by our 
own fai :h^ies. 



4G - 



44-a (Revised) 

Elmira Colle|?e policy regarding the duplication 
and distribution oL copyrighted materials is^' 
simply a reiteyation of current laws a.nd their 
. interpretatlon.y It is my understanding that in 
the past some cYiices and individuals have, acted 
to meet immediate needs but at the same time 
have moved beyond accepted procedures. 

\ ' ■ 

It is a violatioti oAthe copyright law to reproduce 
books, chapters .irfpm books, and journal articles 
from publications w'hi< h are copyrighted, unless 
written approval to do so is obtained from the 
author in advance, "fins policy applies' to the 
duplication of material's tor distributian in classes 
as well as for sale in the College bookstore. 

The Learning Center reserve reading service 
should fae used to provide access to otherwise 
unavailable material for out students. Faculty 
members who are requesting duplication either 
through ditto or photocopying wilL be expected to 
provide the appropriate letter' of authorization 
or other evidence that the work may be duplicated. 

Beginning August 1, 1975, a portion of the McGraw 
Xerox machine traffic will be diverted to the 
Learning Center in order to reduce our copying 
costs, , We pay a minimum us^ fee only on the 
Learning Center machine, hence, t^ie need to 
divert some copying from the McGraw Xerox. 

We will continue to maintain records\of Xerox 
copying by account and individual, and we will 
continue to adhere ro rhe duplicating policy of 
September 4, 1974. This Xerox policyvprovides 
that all xeroxing for the following groups will be 
restricted to the (JTLC machine. 

A. All Faculty 

B. : FASP . ^ 

C. Speec h and Hearing 

D. Campus Center 

E • C J T C * ■ 

F« Student Association ' 

G. Judicial Board 

H, Murray <::euter (and Soaring Eagles) 
L Physical Plant 

J. Ail proposals, grant applications, 
and major reports. 

^Adcied Auc^ust 1 975) 
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BB Automated Test Scori ng 

9 

An Automated Test Scoting Service is maintained 
by the College in the Computei Center.^ Faculty 
members may pick up standard answer sheets plus ' 
the appropriate instruction sheet in the Comp\iter 
Center, Completed answer sh^^ets for scoring 
should be returned to the Computer Center or sent 
through the Campus Mail. Results will be avail- 
able within 48 hours and can be held in the Center 
for pick-up or returned by Campus Mail, The 
faculty should include written instructions for final 
disposition of the results. ■ . 
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• ■ When r': . & ciesvreci o.re:ah. a iiacUh/ • ^ ^ 

member hose, proba - onaxy period.as- 
def:rieci T4nd< r u.i i HO Gonierenxe . ' ■ 

S^:a '^f: men'- or. At a dem:,( Freedom has 
expired, ne she shali re(..e:r e an interim 
< oh'irti \ iur r\o\ fewer ^:han iwo years re- 
nevvahh a-: *' he d:*Si re-:on oi *he College. 
.■ Wh* n ct 'enurab.e posV-ion ;.s open, all 
.-^hose persons ho^^rxg interim contracts 
shall' re j.eiv t: cor.siderar:.on lor that po - \ 
s:vv.x)ri along uith tnose ejigible for tenure 
consideration a: Ihe end oi an original 
. pr oba-'ona rv p^i :(>'d. . , 

5. The Ad\:sor\ Commi'-e e'on Tenui e-zand Re-iew shall 
reviev.^ a :ariu:\ iTH^mber hav..rg an interim contract' " ' 

. before *ht ev.d eav-h conri-.,u'" pe-r:.odp. a-> which time 
he/she s'tvcn: rec eive ei-Mier '-er.ujre, ano:her interim 
con-rdc-, or a ^^rm:.t:a] ^oj.'.ruc^ c,»: r.o:. more .than 
tv/fl^'e mori'ns do.rar.oV. 

6. * All reeommf-lia^^.or.o siiaL be ^:.\.en the chief academic 

adrninis^ra': ^( o; f :.^(_ r .v rio snaii lor r d them to the 
Chanveilor and; or Prt si.der:' use m me dec:^sior\ -making 
proc^ess, \^ . 

HEARINGS, / ^ . ■ . . ' 

1. The- s'ta'ernt a*-a^ht-d as Appendix A provides lor 
hear:sn,u5 lh :hc r^se oi i< r m: na \;on oi a facuT-.y mem- • 
be.r w>:^h -?.ride/-'r:: *ei.ure. 

2. ^ In those s: :ua' :MTiS w]-iere a ./a c ui ^-y roembe r has been 

rermxraM.^ci tr^>rr\ -he Cc^; 1 1- pr :o r 'o -he expiration of 
his proba^.o-rj r V per:(/d he Tnay nqTc^s.^a h^-^arfng on • 
cHie of - ^u basf-4„ . He rnus^ pjep/^red •^■> demons-rate * 
that f^i'^her [ij t ' der:^v^i- ex'ar.t a* the ^ ; rae oi the original *^ 
dec'is:r)n * j^ iig faVur^* member's performance 

for Vvha^-^ vCT reas(^)^ ^> a ^ ra,^^ considered, the pro- 
cedur*. s loiio^red r .-i r r . a- '^h^-. d^-/ 1 s: or. *:f> terminate 

we r t- ru )t ^ r Vi e p : ' ^ ' I . e 5 ■« a b I : s h ^ d p r a r ^ : ^ e s a""- i he 
(.(Sitciv" * r vv« f ( fj'hf i :st. ;rnproDf i/ 

•3. fh^: : oii'Av.rii:: pkm vdurc> ha b en es-^.Jj-bh she d. 

ifi^" t<ti JIM jn\)i r' sfirtii'rna^M- a i e qvie s"t for 

a hear.iru ; n r / : - , Cha e 11 () t , . Lnrjudt^d 

... ■ . ■ 
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in the request shall be a. list of a minimum . 
of four and a maximum of ten colleagues 
with the rank of Associate Professor or 
Professor who are acceptable to the faculty 
member as members of his ad hoc heaVing 
coAimittee and the specific reasons for the 
request, , • ' 

The Chancellor shall select five persons, 
at least three of whom shall jDe from this 
list, 'to serve on the>ad hoc committee. . 

Uniform. rules of procedure shall govern 
all ad hoc hearing committees as follows: ' 

(1) The Chancellor shall appoint the 
chairman of the ad hoc committee 
who shall be a voting member. 

(2) The hearing shall consist of the 
following; 

(a) A written statement from 
the faculty member which 
presents his grounds for 
requesting the hearing and 
other materials he believes 
are relevant. 

(b) A written statement from 
the Chancellor or his repre- 
sentative clarifying the pro- 
cedures for the decision. to 
terminate and attempting to 
demonstrate that sufficient 
and appropriate kinds of 
evidence for the decision^had 
been considered. 

(c) A period of time for each of 
the parties to respond to the 

"statement of the other, 

(d) A period for questions to be 
raised by members of the ad 
hoc committee,. 



d. The ad hoc committee shall forward its report 
in writing to both the Chancellor and the 
faculty member within one week after the con- 

. . clusiQn of the^hearings. Such a report shall 

consist of the following: ^ 

(1) In the judgment of the ComLmitteej, 
establijshed procedures h&.ve or 
have nbt been followed in the 
termination. ' - \ 

A^) Sufficient and appropriate evidence 
leading to the decision to terminate 
J has or has not been considered. 

e. If the date of notification of termination is '* . 
June 30, the faculty member rnust request 

a hearing within three months of this date 
and the hearing must be completed within 
six months. If thS date of notification of . 
termination is December 15, or March 1, 
the faculty member must request a hearing 
vnthin one month and it must be coinpleted 
Within two months. . ^ 

APPOINTMENTS 

1. An appointment to the faculty for full-time service is for 
the academic year, which>egfins, on or about September 1 
and continues for two days after Commencement Day. 
Each m.embei* of the Facility is urged to regard his op- 
portunity for service to the College as not limited within 
these boundaries of the academic year, but as involving 
some obligation to forward upon his own initiative, in 
Elmira or else where, his own development and that of 
his generic area and of the. College as a whole, within**" 
reasonable limits, during the summer months. 

2. ' The precise terms and conditions of every appointment 

shall be stated in writing and be in the possession of both 
'• collegie and teacher^ before the appointment is con- 
summated* ^ , ' . 

' ' ' *. 

3.. Appointments shall be made by the Chancellor of the Col- 
lege in consultaaon with the Provost and the Dean of 
Administration, . . 
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4. For appointment to each rank or for promotion to that 

rank a definite minimum standard in r.espect to degrees • 
and experience is necessary.. ■ 

Pro^essbrs shall have the Doctor »s degree 
or its equivalent with at least six years of 
college teaching experience.. . ^ 

b. Associate Professors shall have the Doctor ^s 

• degree or shall have demonstrated exceptional 
^ - achievement m their fields of specialization 
with at least four years of college teaching^ 
experience. ' . , 

c. Assistant Professors shall have the Doctor^ s 
degree or shall have demonstrated exceptional 
promise in their fields of specialization and * k 
^hall have^had at least two years of teaching 
experience.' •• " . 

d. . Instructors shall have the Mast'-r's degree 

or specialized preparation which permits 

• ^hem to qualify for their particular assign- 
ments, , 

<v/ (^11 references to a degree imply an earned 

degree. o) - ' 

PROMOTION IN RANK AND SALARY 

Professional competence ie the primary requisite for promotion.' 
Important in evaluating this competence are "ability in teaching, 
continued ^tudy in the. prof e s sional field, productive seholar- 
ship, and participation end leadership in professional societies 
^■■and the general activities of the College/ e specially 4 n advising - 
students and participating in committee work. 

c 

Of the above, ability m teaching is the most important and the 
Most difficult t6 measure. Members of the faculty may have' 
their classes visited by the Chancellor, the Rrovost, the Dean 
.of Administration or their colleagues. Moreover, any of' those 
rnqntione-d above may ask present or former students to evaluate 
their teache rs' effectiveness,. 

.■ • ♦ . . ' *• . 

Also taken into consideration as a b^-sls for promotion is service 
to the College in a more' general sense, which may be gauged ' 
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in part by membership on connmittees, skillful aAd w^ise guidance 
of s.tudents and student organizations, cooperatioix in projects, 
which the College sponsors, a^d a, reasonable generosity in 
•lending professional skills and .knowledge to projects and activ- 
ities of the Community. ; • 

To merit promotion a member of the Faculty will drdinarily be 
expected to show development along a>nurhber of lijlies mentioned^ 
^but conspicuous success in one or more may be an^' adequate', 
basis for ptromo,tion. : 

Age or le nggh^of^^ does not entitle a f4culty member 

to promotion either m ran k or salary. 

; SABBATICAL LEAVES ' . " ' . — 

Sabbatical Leaves when granted are for the purpose of con- ' : 
ducting planned research, study, travel, or other appropriate 
activity which will improve the quality of the/faculty member »s 
services to Elmira College, 

A member of .the faculty of Elmira^ College who has held the .! 
rank- of^assistant professor or higher 'for..£ix. years ah^ll be 
eligible to apply for a Sabbatical Leave for the seventh year 
or for a semester of that seventh year. 

The Sabbatical L eave shall be for one year at -half alary or 
for one-^half -year at full salary,. ^ • 

It. is understood that the granting of leave is not automatic, but 
is authorized only after consideration of each case, ^ 

o ' • - ■ ■ ■ _ 

It is ex^pected tha^' the application for a Sabbatical Leave will . 
be m the Chancellor • s. Office no later .than October 1. preceding 
the year the ^s^lbba^^c al. is desired. 

notice: of APPOiNTMENT AND SALARY (TENURED FACULTY) 

Before the end of ihe fisc^tl year, June 30, the members of the 
laculty wlio have indefinite tenure o.r who have been at Elmira 
College more than two years, receive written notice of their 
appointment and salaries, for the ensuing year. Written notice ' 
will be gi> rn 'o all other faculty members in accordance with 
tKe dates taitlmed m discussion of acadernic tenure. 
{Appendix A), v . 



5G 



51 



RESIGNATION 

It is expressly agreed that appointments will not be resigned 
after May 15 without the permission of and upon conditions 
approved by the Provost and the^ (Chancellor. 

■ c 

LEAVES OF ABSENCE 

1. The' College policy in regard to a leave of absence other 
than sabbaticalSj which are discussed in the faculty 
statutes, is as follows: " / 

a, leaves are ordinarily granted only to faculty 
• men^bers with tenure; ■ , • . •. 

b, customarily the length of leave shall be one 
year; ^ 

c, leaves shall be granted no oftener than one 
every four years; ■{ 

■ . * 

d, insurance and'^ retirement costs for faculty on 
l^eaves are to be paid by faculty members; 

e, ; applications for leaves must be in the . 

. " Chancellor's Office by :^ebruary^l preceding 

the year the leave is desired;' 

f > if a faculty member should be granted leave 
before tenure is secured, the tlrne on l^ave 
is riot epiS^t.ed in the probationary period; 

g, exceptions to the above will be considered - 
ipdividually by the Chancellor. , • 
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SECTION V 

FACULTY EVALUATION AND- DEVE LOPMENT SYSTExMS 
(Adopted 13 November 1973) 



A. The following paragraphs describe the systems to be used to 

evaluate faculty and to help them improve the concern derived 
from that evaluation. The Evaluation System has as its 
principal objectives the following: ' . 

L The collection of evaluative information related to 

questions of salary, promotion, tenure and retention. 

2. The acquisition of information related .to areas where 
improvement is needed: 

3. Th'e identification of faculty who have stre^ngths' bp 
areas where others have weaknesses so our own ' ' • \ 

^ faculty can help their colleagues improve. (See »'a^* " 

^ in Development System).. 

The Development System has the following as its primary 
objectives: ' 

1., The encouragement of faculty to initiate and continue 
programs of teaching improvement. 

2. The improvement of courses, , - 

C. The nature of the initial iteration, of the programs i^. described 

below. The Faculty Advisory Committee on Tenure and 
■ Review shall be charged with the responsibility of revieNving 
this document annually and proposing to the appro; riak" 
person(s) for action any changes and specification o£ guide- 
lines .deemed, de a irabie. V • • . ■ - 



D.. 



EVALUATION SYS TEM ' ' , 

1. The Evaluation System shall consist. of an annual program 
for all faculty and a special augmentation .of the annual 
. inforrnati.Qn to- relate to specific questions of tenure, . • 
promotion and retention. The infoimation would become ' 
part of the file of the faculty member for use only in 
his relationship with the college. Each" faculty mem.- 
•b.er will havf" access to his own evaluation file. 
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Annual. Evaluation of All Faculty: ■ 

a. Student Evalua tion; • 

(1) The- student evaluation form (see pages 
.56-58) modified from that'^reported by 

McKeachie (AAUP Bulletin, 1969, 55 (4): 
443-444) will be administered to each 
different course, except Liberal Studies 
sections, during the seventh week and the 
last two weeks of each^long term for 
faculty m their fi^rst or second year at 
. Elmira College, and during the last two 
weeks of each long term for all other 
faculty. Faculty in their third and sub- 
sequent years may. administer the form 
at other times during the term i^ addition 
to the last two weeks, if they so choose*; 

(2) One copy of the results would go to the ' 
faculty member and one to the Dean of 
Administration for the file. ■ - 

(3) The report of results will include for' 
each faculty member the raw score dis- 
tribution and the mean response for each 
item. When- these data are placed in the 
faculty members file they should be 
accompanied by a statement .of the size of 
the class, the nature of the' class, and 
whatever further information may be 
necessary to augment the inter prestation 
of the data. 

(4) Procedures for the evaluation of Liberal 
Studies shall be the responsibility of the 
Steering Committee. . . 

Evaluation by Colleagues: 

(1) Each faculty, member shall identify three 
colleagues who would be acceptable as 
evaluators* The Deari of Administration 
would feelect two of these to prepare 
written ev-aluations following the outline 
indicated on page 59. In preparing 
this evaluation the evaJiiator may- visit 
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the faculty. member's classes should they 
agr^e this is desirable. 

(2) These evaluations would be submitted ■ 
not later than 15 November for second 
year faculty and 1 February for all, 

^ others. 

■ \ 

(3) ,The Dean of Administration would submit 
. ^written. evaluations not later than 15 , 

November for second year faculty and 
1 February for all others. 

. (4) A written self- evaluation following the 

• outline on page 59 and including a 

statement of professional accpmplish- 
ments by 15 November for second year 
faculty and 1 February for all others. 
This Self- evaluation may include com- 
rnents on evaluations submitted by 
. . ' colleagues or student evaluations, 

(5) ; Faculty members should feel free to 
- . ' submit any other information they 

believe to be relevant to their situation.. 

Special ^Augmentatio n: ^ 

When decisions must be made concerning tenure or 
ret(»ntion, (he C.ommittee on Tenure and Review shall 
siippUnnent the annual background-information with 
' the following; 

a. Jh:va)uaf3ons written by four colleagues selected 
^ by tht^ Cnri-unitlee nw Tenure and Review fqU 

lowing tho.outliMo on page"5q. 

b. lOvaltiaitions wriflen.by ( lie j^r ovost and the \ . 
Dean of Adnunistrat ion. - , '\ • 

p L" V K I . O \ Is N 7 S y S 1' VM ■ - 

We adhere to the principle (hat the College has an obligation to 
students and faculty to assist fa'culty in whatever way possible 
to improve as teacher?;. The evaluation system serv<^s this-, 
purpose by ir|e»ntifyincr tfiose problems which individuai faculty 
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have which make them less than effective teachers. Once 
the problems are iSentified, it is the responsibility of the 
Dean of Administration to assist the faculty member in 
developing a program aimed at improving on the problems 
he has. In working with faculty members, the Dean-of 
Administration has available the expertise of the Elmira 
College faculty development team, on«campus and off- 
campus workshops, the student evaluations developed by 
the ad hoc committee, and any and all other appropriate 
items and events.' 

It shall be the responsibility of the Dean of Administration 
in consultation with the Executive Committee to encourage 
and implement the development program. 



\ 
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ELMIRA COLLEGE . 

Student Opinion of Teaching and Course 
(Adopted 13 November 1973) 

INSTRUCTIONS: Each of the items below deals with a characteristic 
in instructors and courses which students feel to be important. Indi- 
cate your rating of yqur instructor ' or the course by filling in the 
appropriate number from 1 to 5 on the card provided for that purpose 
Write any comments on each item on the back of the card. 



Characteristics of the Teacher \ ^ 

1. Is he actively helpful when students have difficulty? 

1 = Not Helpful ' to 5 = Actively Helpful 

2. Does he appear sensitive to student's feelings and problems? 

1 = Unaware to 5 = Responsive 

3. Was he flexible? " . 

1 = Rigid to . 5 = Flexible 

4., Does he make students feel free to ask questions, disagree, - 
express their ideas, etc. ? 

1 = Intolerant to 5"=: Encourages students 

ideas 

5. Is he fair and impartial in his ^dealingsi with the students? 

r~ Unfair . ^ to-' 5 = Fair 

-> . • ■ 

c ■ . ■■ . 

6. Is his speech adequate for teaching? 

. 1 - Unintelligible . to 5 = Good 

7. Does he belittle students? * 

1 Belittles to- 5 -.Respects 

c 

"8. Does he tell students when they have done particularly well? 

•I = Never to 5' = Always 

9. Does he dwell on-the obvious? 

1 = Dwells on obvious to 5 = Introduces interesting 

ideas 



BO 
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Is he interested in" the subject? 

1 = Seems uninterested to 



5 = Seems interested 



Does he use enough examples or illustrations to clarify the 
material? 

1 = None . to 5 Many , ■ 

Does he present material in a, well- organized fashion? 
1 = Disorganized 



Did he follow an outline? 
1 = Not at all 

Does he stimulate thinking>? 
1 ^ Dull 



to 5 = Well Organized 

5 = V ery Closely 

• \ 
\ • 

to \ 5 = Stimulating 



tb 



Does he put his material across in kn interesting way? 



1 = Dull 



Are you kept well 



to 



5 = Very interesting 



1 = Uninformc^d 



inforpied' of your pi^^ogress? 



to 5\=: Well informed 



Considering ever^hing, how would you ^ate this teacher? 
1 Poor, 2 ::^|Fair, 3 = Good, 4 ^ Very Good 

5 = Excellent \ ' " * 



^, Characteristics of the Course 

\ ' 
Are the objectives ofUhe course clear? 

1 = Unclear ^ \ to - 5 = Clear 

Is the amount of work required appropriate for the cr-edit 
received? - 



1 = Too much 



to 



Was the assigned reading difficult? 
1 = T oo easy \ to 



Are the tesfes fair? 
1 = Unfair 



to 



Are the grades assigned fairly? 
1 = Unfair . to 



5 = Too little 



5 =: Too difficult 



5 = Fair 



5 = Fair 



How would you rate the contribution of the textbook to the course 
1 = F'oor to 5 = Ex^cellent 
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24. Considerirtg all the above qualities which are applicable,, 
how would you rate this course? 

\ 1 = Poor, 2 = Fair, 3 = Good, 4 = Very Good," 

5 = Excellent 

25. What grade do you expect in this course? 

1 = A,. 2 = B, 3 = C, 4 = D, " 5 = F 



ERIC 



ELMIRA COLLEGE 
FACULTY EVALUATION GUIDE 



In preparing your written evaluation of a colleague, please include 
comments on each of the foLowing in addition to any other comments 
you may deem appropriate. 

■ 1. How would you assess this person as a colleague? : 
Please consider such areas as contribution to 
,: ^ functions of commit^tees, interest in professional 
growth, and contributio'n to the total curriculum 

2. What has been this pr^rson's contribution to 

' ^ helping students 1-earh? Please consider his/her . 

attempts to improve as a teacher and effective- 
ness as a teacher and adviser. 

3. What has been this person^s contribution to the 
total College community? 
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SECTION vr ' . 

\ . -t 

POLICIES ON FINANCIAL MATTERS; 
PAY PERIODS AND FR.INg4'BENEF1TS ■ ' . ■ 

1. Pay Periods ■ - ■ 

All members of fhe faculty and admini si ration receive 
their paychecks on the last working day of each month. 
If the last working day falls on a week-end or holiday, 
paychecks shall be distributed oh the last working day 
prior to the week-end or holiday. 

2 . " Fringe Benefi t s . " 

All members of the faculty and administration are 
eligible to participate m'the following fringe benefits: 

a. ..Health In-sura.nce ^ 

b. Major Medical hisur ance 

c. ^Retirement Plan 

d. Life Insurance 

e. ■ Disability Insura.nce 

These' benefits are described in Appendix B of this- 
Manual. Please turn to page 120 for details. 



(The next page is 6Z) 
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Babysitting 

Because if is recognized that attending 
college functions can be a considerable 
expense to fa^cuity. membe rs with small 
children, the College has inaugurated 

free babysilung service in the amount 
of one hundred hours a year for an 
eligible recipient. Although the service 
exists primarily- order that faculty 
members and their spouses may- attend 
general, college functions*, it is not 
limited-.to college events. Services 
of baby sitters should be arranged forty- 
eight (48) hours in advanc e with il^e 
Dean of the College ' ofij ce , 

Tuition Waiver' ' - . 

Elmira College faculty and staff are 
granted* free tuiuon for andergra/Juate work 
at Elmira College for themselves and 
for their \v;ves or husbands *and rhxldren 
for a maximum of fcur academic years 
or their equiv^alent. 

• Ehnira. College faculty and staff are 
granted free tuitjon for graduate work, 
their wives or -husbands pay the difference 
between the tuition for graduate and under- 
graduate work, and their children. pay 
full graduate t.uilion for graduate work. 

The tuition waiver is subject' to th^ fol - 
lowing rules and conditions. 

'(1) The employee, whether' a 
' faculty member 5 a stall 

mernber, or oUier lype of "^-----^^ 
- etiipluyeej must be a 
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' regular full-time employee.'. 

(2) The employee must have com- , . ~ 

pleled t%v6 years of regular - : 

' full-time employment with this 
College* For' faculty, two years • 
is equivalent tu two academic 

years; i 

(3) The student (owjfe, husband or 
child) must apply for any State 
or Federal grants* fox which he 

may be eligible and the grant, ' ^ 
■ if awardedj must be paid to ' . 
Elmira College. ^ ' . . 

Assuming all other conditions are satisfied, ,>r^ 
this benefit shall be available to: ^ 

(1) Children of dec^'eased employees'' 
of the College who d:ed in active 
service to the Qollege and who" 
y had achieved the rank of Professor 
, or Associate Professor, or had 
completed ten years of employ- 
ment with the College. , ' 

'(2) Children of employees on leave 
for not more than one' year. 



PURCHASE ORDERS 



1. Use of Purchase';Or j^e r s 



All s^-upplies and services to be paid for with College 
funds shall be requested on a purchase order form. 



1? 
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Securing Bid s ' o 

In order to obtain the lowest pos sible prices, bids will 
be taken for supplies, equipment, and services. Each • 
order should be placed in time to allow for bids to be * 
let. In some cases Ihe-prde ring; department may wish 
to obtain bidsoand check possible suppliers itself. In 
these cases, the bid infoi'mation should be atiacHed to 
the. purchase order when A is s^.--nt to tl^e Chief Firiancial 
Officer. ' . ■ 

Orders pertaining io audiovisual equipmenf or software 
sho-uld be^submifted after conferring with the Director ■■ i, 
of the Learnirxg Center in order^io maintain consistency * 
iii'^purchasing'and to operate within neres sary hardware 
eompaaib-ility restr ict^ons-^ | 



Con/irrpation Order; 



s 



The CblVege is not responsible ior payment for. item 
ordered by faculty or* staff membexsfeven if later 
covered by a confirming pur chase oifder. 

Purchase Order F oxrn o , . \ 

a, repurchase order forms .may be {obtained from the 
. )B ookstore. 

■ A ■ . ^. • 

b. The Purchase Order. should show completely the 

' supplier, date, quamity, descriptioh\ and price. ' 
If desired, - a notatvon may be made to "mark 
packages for" jn the description area. The order 
should then be signe^^.by the person making tlie 
request us?ng ihe space "Originated by". 

If the budget code lo be charged is known, enter . • 
it. Ef it IS apt knowHy note in the J-charge" space 
where it should be f4iarged„ For expenditures 
under grants, always note the grant numbe r in 
the "charge" spac.e'; *- . ' [ 

o 

0 • ' ■ . ' • ' 

c„ The completed request should be given to the 
person respdns:ble ior the budget to wh^cH the 
.*■ cost will be charged {Dean, Director, etc, ) " 
for approval Signature rn the "Approved by" 
space and forwarded to the Business Mana,ger s . 
office.; Academic orders should be forwarded 
via the Offic e^ of the Dean- of Administration. 

After ,dete rmfhat-Aon oi availability or funds by 
-Uie^hief F^inan^'riai O/fiter. the original (white 
copyJ^^NA63li^e sent to the supplier as .an oftjcxa^ 
purchase ^crcl\?r. •» . 

' ' (Revised August 1.975) 
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5.": P/ O. Copy Distribution ■ ^ ^ ' 

a. The goldenrod copy will be sent to the person 
responsible for the budget to' which the ex- 
penditure vyill be charged /or his record of 
charges to that budget, ■ . t 

b. / The green receiving copy will be-.sent to the 

person originating the request. When. the 
. ' merchandise or service has been received, 

this copy should be signed and returneii ^to the 
Chief Fiiaa.ncia] Officer, This is important' 
since rhe supplier wall not be paeid until the 
signed receiving copy is returned. If the 
materiai received is damaged, unsatisfactory, 
or if the quantity is short of that ordered, the 
facts should be noted on the green receiving 
copy. - '. • 

if ^he items ordered are received in ^two or 
more-shipments, report- each shipm'ent re~ 
ceixed by memo, since the supplier ■ usually 
sends a separate bill f.or each shipment. 
The green receiving copy shouFd be returned 
with memo that states the facts about the last 
c^f the order received; 

CHECK RKQUESJS 

1 . Policy ■ ■ ■ 

; A check request should be used as the method of initiating 

= ^aymeat only ir. ^hose cases-where: 

a. Advance payment is absolutely required by the 

vendor berore delivery of goods or; 

h. Ko ii.vou e^ wiJI be rendered by the vendor. 

o 

. Prove dure , . ^ ■ 

Foriw E„.C.. '':42^ should f3e"used.ror this purpose. 

a. PJncer orv.piete' name and addres s- of. person 
■^' f .be pa'id* ■ ■ ■ ' . ■ ■ 



# 0 



66 



b. "Indicate in space provided method of 
transmittal for check. 

^ .> " " ' . • - • 

c. Explain the purpose of the disbursement. 

d. Indicate the account to be charged. 

. . e. Your signature should appear in the 
originated by" section of the form. 

L The person who is responsible for the^ 
, budget being charged should sign the 
"approved by" section of this form. 

« 

g. The form should be delivered to the 

Chief Financial Off icer. You can ex- 
pect a check within a week after de~ 
. , livery of the check request to the 

Business Office. (Note: Check re- 
quests may not be use^'d as the means 
to initiate payment for part-time 
employment by an individual at the 
. ' . College). 

D. - . TRAVEL AUTHORIZATION AND REQUEST FOR TRAVEL 
ADVANCE . 

1. Purpose ■ * , 

It is necessary that sufficiedpit advance notice be given, of 
■- any intended travel so that: 

a. Proper authorizations may b^e obtained. 

b. - Travel arrangements might be' accomplished. 

c. - The duties of traveler may be reassigned if 
' . ^ - necessary, 

cL A travel advance, if requested, maybe 
prepared, , ' 

Policy ' 

a, . I ra^j-el is- under the supervision of the Chancellor, 
Provost; Dean of Administration, Chief 
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Financial Officer, Dean of the College, 
and Director of Development. The 
financial aspects of this activity are con-, 
ducted throughtthe coope ration of the in- . 
dividual traveler and the Chief Financial 
Officer.- ^ ' ' . ' 

b. Personnel may be granted the opportunity to travel 
at college expense for the following reasons: 

(1) The information to be obtained will 
be helpful to the college. 

(2) The information is.not available at 

the college. 

(3) To represent the college. 

■ (4) To perform an ^^signed task which 
cannot be accomplished locally. 

c. The appropriate director is authorized to perrnit 
his personnel to travel at college expense if the 
purpose of such travel is in accordance with the 
objectives of the college and if funds a>re budgeted 
for such travel. * . 

Pro cedure" , ■ ' ' 

All requests must be prepared at least three weeks prior 
to the intended departure date. F-orm E. C. #301 should 
be used for this purpose. 

^. Enter name, date, and department travel 
account number at the top of the. form. 

b. Complete the "Request for Travel Autho- 
rization'' 'section of the.>form. Be sure that 
sufficient travel funds remain in your de- 
partment's budget to cover the cost of -the . - 
trip. ■ 

c. Complete the ''Request for Travel Advance" 
section of the form if an advance is desired. 
The maximum advance allowed wilTbe 80%- 
of the total college share of expenses (line 7). 
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This section must be completed if you desire 
an advance. pr,ior to departing on the trip. All 
advances must be settled within one week after 
the trip is completed. See '^Travel and Ex- 
pense Report^' for details. 

Present the form to the appropriate supervisor 
for approval who will forward it to the next 
higher level of management for approval. If 
the form is in order and the total cost of the trip 
to the college will not exceed $250 and overnight 
lodging will not exceed $15, (exclusive of tax)', 
the appropriate person may approve the form and, 
forward the two accounting copies to the Business 
Office, The third copy should be sent to the 
originator. 

Trips which will cost the college more than $250 
or require overnight lodging in excess of $15 
(exclusive of tax) per night must be approved 
by the Chancellor, If he approves the request, 
the two accounting copies of the. form should be 
forwarded to the Business Manager. The third 
copy is to be returned to the originator, 

TRAVEL AND EXPENSE REPORT 

1 . ' Purpose 

In order to utilize funds allocated for travel in the proper 
manner, standardized policies and procedures are de- 
signed. These policies enable the traveler to accomplish 
the objectives of his travel without unnecessary dis- 
comfort or expense. ; ' ^ ■ ' ' 

2 . Policy ' ' 

Travel is under the responsibility of the Chancellor, - 
Prpvost, Dean of Administration, Dean of the College, 
Chief Financial Officer, and the Director of Develop- 
ment, and the coordination of its operation and function 
is accomplished by the traveler, the Executive Assistant 
to the Cltanceilor and the Business Office, 

a. Mileage 



d. 
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A iTiileage allowance will.be paid for properly 
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approved travel by staff members in private * 
vehicles. The allowance is 10,^ per mile for 
vehicles weighing up to 3, 250 pounds and 12^^ 
per mile for vehicles weighing 3, 251 pounds 
or more. This approval is limited to oc- 
casions when it is impossible or impracticable ' 
to use public transportation facilities. 

Subsistence 

A daily subsistence allowance of $1 1 . 00 per , 
full day will be granted. Allowance for p^^rtial 
days will be as follows: 

Breakfast $2.00 
Lunch $3, 00 

Dinner $6. 00 

Room • 

The traveler will be reimbursed for actual ex- 
penses for overnight room accommodations while 
away from home on college business. The max- 
imum allowance for this purpose will be $10. 00 
to $15. 00 per night. If more than one member of 
the college is traveling in the same area, accom- 
modations should be shared when practical. 
Reixnbursement for accommodations over $15. 00 
per night can be made only if specific approval 
is obtained from the Chancellor prior to leaving 
on the'trip. 

New York State Sales Tax 

•The college is exempt from New York State S'Sles. 
Tax. Any ^xpenses for hotel occupancy and meals 
which you incur in the performance of your of- 
ficial duties as an employee of ELmira College 
are exempt from the New York State. Sales Tax. 
In order to obtain the exemption, you must give 
the hotel restaurant a properly completed ex- 
emption certificate. You may obtain* the form(s) 
from the Business Off fee prior to your departujre 
on any college- related business trip. 
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Public Transportation 

The standard airline accommodations for college 
personnel will be either the coach/tourist class 
or the ''one class'' service, whichever is avail- 
able at the required. flight time. A lower berth or 
a roomette may be used for overnight rail travel. 

Car Rentals 

Rented cars may be used ooi college business when 
public transportation is not available or the use of 
public transportation results in excessive cost or 
considerable loss of time. If more than one mem- 
ber of the college is traveling in the same area, 
only one vehicle \. ^11 be rented. Be sure to obtain 
the 20% discount frequently given to business and 
college personnel. 

Group Limousine Service 

May be used for travel to and from airports when 
public transportation results in excessive cost 
or considerable loss of time. 

Other Expenses 

The college will reimburse the actual expenses for 
.(1) Tolls. • ' - 

(2) Parking fees. 

(3) Telephone calls made for college 
business. 

(4) ' Registration, meeting and con- 

vention fees. 

(5) Entertainment ana/or banquets. The 
per3on(s) entertained and the business 
reasons for entertaining the person(s) 
on behalf of the college must be ex- 

plameji, 

(6) Public Transportatioti. .Receipts should 



71 



be obtained for .any single trip costing 
■ $1. 50 or more. The college does not. 
authorize the use of ta'xicabs. 

Before Leaving - 

Before travel expenses are incurred, the trip and 
related advances must be authorized by the ap- 
propriate persons. All travel must be authorized 
at least three weeks prior to the date of departure. 
Any unused portion of the travel advance must be 
refunded to the college at the end of the trip. 

Do not charge travel or business expenses to the 
college; pay4hem in cash from amounts advanced. 
Credit cards in the name of the college are not 
authorized. 

It is not the policy of the college to pay directly 
charges from hotels. ■ Each employee is to pay for 
his own lodging and related expenses. 

Instructions Applicable to Form E. C. #302 

The traveler is advised to list expenses on Form 
E. C. #302 daily, on the appropriate date line, and 
in the appropriate boxes, so that the required details 
will not be forgotten. Submit thp report at the end 
of each calendar week, or at the end of the trip, 
whichever is earlier, to the person who authorized 
the trip. If there is a balance due the staff member 
and reimbursement is expected, be sure to show the 
address to which the check is to be mailed. In group 
traveling, each employee should maintain and submit 
an individual expense report. When preparing Form 
E. C. #302, observe the following special instruction: 

(1) Purpose of the Trip 

Be specific; an explanation such as 
"college business'' is not adequate, 

(2) Mileage Allowance for Personal Car 

The traveler must obtain approval 
from his supervisor to use a 
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privately-owned car in con- 
ducting college business. ^This 
approval is limited to those 
occasions when it: is impossible 
or impracticable to use public 
transportation facilities. When 
properly approved, the traveler 
will be reimbursecj at the cur- 
rently authorised mileage rate. 

(3) Parking, Tolls. - • 

Incl-U(^e such items as turnpike and 
. bridge rolls and parking fees. A 
receipt must be obtained for any 
item of $1,50 or more. • 

(47 Ren'-ed Cars 

Attach a copy of the bill. Car rental 
agencies frequently give a Z0% dis- 
^ count on car rentals upon notification 
that the individual is traveling on 
college business. 

(5) Air, Rail, Etc. 

Attach a copy of the ticket and in- 
dicate the travel agent* 

(6) Registration Fees 

Include items* such as meeting, con- 
vention, and workshop fees. Such 
items must be evidenced by a receipt. 

(7) ' Transportation Purchased by the College 

Detail transportation purchased, 
direcHy by the college in these 
spaces. Attach used, tickets and 
. indicate che'tiame of the travel 
agent. ^ 

(8) .Unused Transportation 
Attach unussed ti<. ke^ s (vvIm thcr 

7 • ' 
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■pTurchased by the college or by 
traveler). Complete unused 
transportation section of expense 
report. Indicate the name of 
the travel agent. 

(9) Approval 

' The report must be approved by the 
appropriate supervisor directly 
responsible for the budget with the 
following exception; should the ex- 
pense report be .payable to himself, 
the supervisor must receive approval 
from the individual to whom he is 
directly responsible, 

. Documentary evidence will ordinarily- 
be considered adequate to support an 
expenditure if it discloses the amount, 
date, place and essential character 
of the expenditure. For example, a 

- hotel receipt is sufficient to support 
expenditures for college travel if it 
contains the name and location of the 
hotel, the date or dates of the stay, 
and separate amounts for charges such 
as for lodging,, meals, and telephone. 

If space provided for explanations is 
not sufficient, continue explanaticftis 
on attached sheet. For convenience, 
explanations may be written on the 
receipts submitted, providing such 
explanations are complete. In such 
cases, Form E. C, #302 can be cros s- 
referenced by writing "see receipt 
for explanation'', 

. R^^gipts must be o btained^for all 

items (other than the food subsistence ) 
'in e xcess of $1, 50. 

REQUEST FOR PHYSICAL PLANT ,SER VICES 
1 • . Policy 1 
^ To receive Physical Planf q-r-.-i os, requests must b 

■ 7G ■ 




74 



authorized by the Provost, Deans, Directors or other 
staff personnel who have budget responsibility. Reque sts 
must also be approved by the Director of Physical Plant 
who will, when necessary, . coordinate the procurement 
of materials, receive approval for expenditures or 
secure and deploy personne'L as required by working with 



the Business Manager. 
Procedure 




In making a request: 

(1) Prepare Form E. C. 560-1 , "SERVICE 

REQUEST", by' completing the following; 

« ■ 

Originator Name 
Originator Department 
Date Requested 
Date Job to be Completed 

Note;' There should be a minimum 
of six (6) working days be- 
tween the Date Requested, and 
the Date the service is to be 
^ Completed. ^ . 

Actual dates must be usdd 
such as 11/27/75; do not use 
"ASAP" or any other term 
. in place of a date, . 

- Account Number 
Service^ Location 

• Building 

. Floor • • . 

. Room' 

Description of Services Required 
♦ • 

(2) Check the appropriate box to indicate 
whether the budget is adequate to handle 
the requested service, ' r 

(3) Secure necessary departmental approval 
of the Provost, Dean, or Director* Any 
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request to build equipment must 
■ be approved by the Chancellor and 
any request to purchase equipment " 
costing more than $25. 00 must also 
be approved by- the Chancellor . 

(4) Remove pmk copy three of "SERVICE 
■ REQUEST" and file. 

(5) Send the "SERVICE REQUEST", 
Form E. C. 560^1, with cferpies one 
and two attached, to the Physical 
Plant Department, 

Physical Plant Department 

(1) Receives "SER.VICE REQUEST"', Form 
E. C. 560-1, from the originator and re- 
views for completeness of information, 
including necessary signatures. 

Note: Any form not properly 

completed or signed will 

be returned to the originator. 

(2) Schedules job and assigns starting date. 

(3) If project cannor be completed by requested 
date because of scope of. work involved, a 
new completion date will bie assigned and 
originator notiiied. 

Emergency Service 

(1 ) Dei inition , . 

•An emergency iS a condition which re- 
quires immediaro action, which, if de- 
layed^ would result in personal injury ' 
and/or damage to coUege property or 
inadequate funcr:oning of a project" or 
program, 

(2) Prf;c edure 

Origma.ror calls the i^r./sical Plan! ofHce 
by telephone dui in>i r.nr^^^Al iMr^^ iny hours 
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or contacts a security guard at all 

other times. Security guards can be 
. contacted through the College'Switch- 
■ board. The S'hysical Plant office 

will prepare {^he service request and 

respond to the eirtergency. 

G, - COLLEGE BOOKSTORE^ o ■ 

1.. College stationery; paper, and similar supplies used by 
a member of the faculty may be purchased in the Book- 
store from an^Academic Budget. The Dean of Adminis- 
tration must approve a requisition before supplies are 
secured. ^ - ' 

2. Faculty requests for textbooks and class supplies are 
made to the Bookstore on blanks supplied by the Book- 
store. Requests for textboqks are made after con- / 
sultation with the Dean of Administration and s'hould 6'e , 
in the Books.tore. The Bookstore will not be responsible 
for stocking texts at the start of classes unless orders ' 
are received by the dates requested. An. estimate of the 
number of books necessary should be made after con- 
sidering previous registrations. 

(Deadlines are established and published by tfte Business 
Manager after consultation with the Dean of Administration 

3. The Bookstore is most interested in providing supple- 

' mentary readings, requested by faculty. The Bookstor.e 
re^quires, however, a requisition for these six to eight 
• weeks prior to class assignments so that the books can 

-be obtained. In determining quantities, faculty should 
consider previous regagtrations and experience. 

4. The^ Bookstore operates on* a cash basis, f^ersonal 
* charge accounts are not pe rmitted* 

H, BUILDING AND OFP^ICE KLYS ' ' • 

'^r. Keys to the outside doors'of buHdXngs and to offices', lab- 
oratories., etc. , will be issued from the F3usiness 
Manager for use by the person to whom issued. 

2. A lacuiry member may lend frlie key to a laboratory, class- 
room, or office to'a student provided he accepts full 
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responsibility and furnishes iht- siiident with a written 
authorization'! or the date and time the student may use 
t*he i?oom. The student' should have authorisation with 
him to show the securiiv eudid- . - 

3. The faculty member nui'^i make arrangements for'the 

student to get inio the bundrni^.. Under no circumstances 
^ may the key to an outside dcor be loaned, 

FOODSERVICE 

1. Faculty are invxtedi^jto attend Mie Tha nksgj.v ing and 
Honors Banquets as g sts of the College. They are 
invited to attend all oiiier banquets at their own expense. 
Tickets may be purchased a: th^e^^ Campus Ceriter Con- 
frol Desk. It a.tat uily membei^:s an* advi sor. to a group 
and that group inxnts him, -he may attetid the Chri stma s 
and Athletic B anquets as ^i^uesi oi the College. 

2. ' Faculty and rneir farn.Ties are vvc^Jc ome lo dine in the 

Colle^^e Drtung Room anv time they wish they should 
purchase iickeis ar .the Conirol Desk oi. the Campus 
Center. . ' - * • 

3. The Snack Bar m ihe Campus Cen:er :s available to,/ 
faculty. Students enjoy meeimp iaculty there. 

POST OI^'FIGE . ' " • ' ' ■ 

1. Each iTiember of Ahe iaciiyy ;s assigned a post olfxce 
box upon start:ng Ins a3Soc*:.aPU)n w:.th ihe College. 

^2, i^ost Olfic hours'are pc/stc cI in the post office lobby. 

.3. X() rnatt rial U) bt- pia^ crj ,ri postal box wh-jch 

IS unsigned., " ' 

GENERAL ITEMS * ' . 

1. Persona] checks, up to an amotinl oi $30,00, will be 
. cashed by ihe Cashier n OUur dunrffe the hours oi 
10 OTJ a, m. and 5 GO p. rn Mondav "through Friday. 
A charge oi $10. OG^/^U he n^^hv-^Si^d n rhv check ;s 
ret:urnc'd t'o (he C\^i\ci\i: bnaiise c;f ? r.sull.u- Jent funds. 

2* VVhene\'c an au^^(uriob:lf > xjsed tor a prior- approved 

trip, the automcibile and its oc. c upar^rs a r e ail covered . 
by College ;.nsurani t% ?s(*U' York State- law reqvures 
^th. : the owner's -nsuraiiit^ jy su[>{( <J 'o rirst^. c la^m 
followed by Uie n^s ' : ^, u: ;<> c ' .s insu r anc c- , ,. 

— 

* (I tHev.aed August 1 975) 



(t9 
0 



. T8' 

\\ ■ \ 



To be- reimbursed for gasoline '<^osts, ^^ips of 
faculty alone or those involving student^^^mufet be 
cleared in advance through procedure?^^ indicated 
under Travel^and Field Trips in othVr pprti^is^ns 
of this Manual. • - 

No college employee.s Qr students are permitted 
to have Credit Cards in the name of the College. 
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' ■ SECTION V[i 

FACULTY AS ACADEMIC ADVISERS . .' 

_ The Faculty Ad viser has as ];lIS principle iuncuon assistinor 
the student in developing, and aiiaining his educational goals. 
The adviser inter.prels Coijege poli.cy 15 the student and 
aids in his personal and educaTKonal develbprnent^ The 
adviser is the person ^.vho has primary responsibility for 
seeing that the ColVege goais are achieved wuh the indi - 
vidual student, : ■ 

The advising system is admm^siered Through the Office of 
the Dean of- the College. Selerrion of the appr opriate ad- 
' viser is .made by^thc Dean oi Administ ration. . ' . . 

It IS understood that evt^r> iacully member has a respond . , 

slbility for students at all leveis. 

When reassignment of advisees necessary to avoid " . 
overloading an mdrviduai iacxilty member, he W}11 be * 
. consitlted as to which student.^ would beneiit most £ romi 
the .reassignment. 

The Registrar's Office will make available the following 
information for, siudenis upon request, , 

- Permanent Academic Rccc^rd' Card 

" High School Transcr:,pl: ' 

* College .Board Scores i.Ii avarlab} e) 

Graduate Record Exam vScores (aner March oi 
Sophomojse year)' ■ ^ 

^ Lcing\iage Pla.cemeni Test vSr.ure f>f .:t was reqi 

(NOTE,." in certaih casea .(example iransler,^ k 
student) a«31 of thesvabove niformauon may not be^ 
able si'or a student);^ 

Students are assigned adv^st rs ac f f^rdm^ to the 
following; ' 

1\ Freshman 
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Freshman will be assigned to a Liberal Studies Tutor, 
who will be the student' s adyiser. 

Sophomores have the following options: . " 

a. May remain with the. Liberal Studies Tutor by 
his .choice," ' 

b. May choose, a major or concentration and be 
assigned to an adviser in his field of interest, 

c. May choose the Free Elective route to gradua- 
tion keeping his present adviser or choosing 
another of his preference, 

d. Even though he has not chosen a particular 
route to g.raduation he may request assign- 

oment of ^an adviser other than his. Liberal 
. Studies Tutor, 

Upperclassmen ^ ' 

a. Each student is advised to select a route to 
' graduation by the end of his Sophomore year; . 

b. If he had chosen a major or Concentration and 
been assigned to an adviser in his Sophomore 
year.he will remain with that adviser, 

c. If he has not been assigned an adviser in the 
Sophomore year, students choosing rnajors • 
or concentrations may be as s igned an advise r 
in which his fieid of interest is located. 

Adviser Changers - . ' .. 

Freshmen may not change Liberal Studies Advisers 
except.;under exceptional j:: ircumstances , Sophomores 
may select options b, c, or d at any time daring the 
■year. The asslgnmenl to the new adviser will 
ordinarily beconie uffic laU With the b^']^ n?^ .. 
next term. Upperciass students may change iheir 
assigned advisers by initiating a request .based- on 
personal or academic grounds. This assumes that 
X\}v adviser Si^lected is not overloaded. 
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SECTION VIII 

•THE CURRICULUM 

The faculty approved at a faculty meeting held on March 16", 
,19^5, the following resolution for inclusion inothe . 
Inforraation Manual: 

RESOLUTION: The Faculty recognizes and accepts: 

(1) its legal obligation to construct the curriculum of . 
E^nnira College, 

\2) its accountability for the successes and failures, 
within this curriculum; 

(3) its responsibility to make its own informed 
.decisions as to where the curriculum should 
remain constant, -where it should expand, where 
it should contract, and theiacademic conditions* 
under which all this should happen; 

(4) , the fact that it has delegated certain powers to its 
/ committees, empowering them, to act for it in 

I cu'rricular matters except those changing basic 
1 policy; 

(5) .* the final responsibility, of the Board of Trustees, 

through the Chancellor of the College, for the 
I curriculum. . . 

Inc|ependent Study (adopted 7 Feb ruary ] 974) • 

(1| ■ At least Z weeks before registering for Terms 11 and 
/ III or withm one week.ojf regist jration for^Term 1 ^ 

I ^the student must consult the instructor who ds to be 
I the supervisor Dto discuss the general outii..e of the 
I ' proposaL Uni.c.^ss approved by the Provost, the 
/ supervis^or must be a full-^tinie employee of the 
/ college wij.h faculty rank. The supervisor wlIi . 

^1 provitfe th(^ Ehni r:j j: oHeq.. i'onn ror ^ si ud-;i^ 

f ''to complete, ' ♦ 

, At least OHP week before re^'j ster i Tor T'erm--. T[ ' 
and HI or within one week after the date.^ of ry^^l^^v^^i-^r 
for 1> rrn I i he student must pri'>*- • : M^^r ■)va ^ two 
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, copie3 oi. the completed xorm, one^ lo the supervisor 
and one to the consuliainv chosen by the supervisor. 
Either the supervisor or the consultant must be a • 
full --time faculty member,. ' . 

{3) The supervisor, consultant and student will review 

the proposal and agree upon the^ina] plan. Six copies - - 
■ of the final plan should be Signed by alMhree. "Each 
will keep one copy and iKe' other three copies will be 
torwarded to. the Dean ol Adm^'ni sr ration, .the Registrar, ' 
and the adviser at the tm:ie oi registration. ^ - 

(4) . The grade shall be assigned by ilte supervisor after 

the review oi the work by the supervisor and. the 
consultant. - , - 

(5) To prevent undue overloading of individual instructors, 
the maximum number oi* independent studies an 'in^ 
structor may supervise wHI be four, and the maximum 
number of units^ eight over and above his regular ^ - 
teaching load during each oi Terms I and II. During 
Term Ifl the number o: students an 3nstruf tor may 
supervise in independent siudy wHl depend upon his 

. tot'al teaching commiimeni. 

Junior Yea.r Abroad ' ' 

Students considering applu at ron lor -Junior Year Abroad s^hould 
do the following: , " ' " 

(1) Complete (beiore end oi Sophomore year) all thi> 
. genera] requi tj>n'u lor graduation. ' 

f^reshman Aris ^nd St icnt e-s 

PhysK al Erlui atioa ' ' ' ' . ' ^ 

At least o ne F i c 1 6 Ex pe^ r . etrc c 

(2) . vStudenls^planrung lo go to a non. English speaking country 

• ■ should -S'tudy as much o] ihe la ng.uage.^(lue rat ur e/ c'ivili^^'" 
.,;;xationr of thai country as possible and at as high a leveT 
as their preparatK.ri permits, ' • - 
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For Germany, Spain, France or Italy '.complete 

200 level courses and do courses at 300 .level, if possible. 

For J^pan or India . study as" n\uch Japanese or Hindi 
as possible. 

All students planning the JYA should take as many 
courses m their l oncenrratxon or majors. as possible. 
,.The^y will be corripeiiug \v:th students who cx^ien will 
have more advanced preparation xn their iields. All 
students should plan with cons:de^rab]e- care meeting 
major anti other graduation requirements. In all 
planriing, students should select courses abroad which 
are needed or recommended in'their concentration or 
major, and whi^h, for. reasons oi biennial alternation, 
may not be ottered dur ing-_ ihci r senior year,. 

Students are encouraged lu^ef^lrpl] in at least one term 

During September oi ihe Sophomore year students 
interested in applying ^or J YA sho>ild sign the list in 
the Dean oi the College s oil Re, thus :nd7 rating Their 
interest. Besides their names, students should 
.enter their fields ox spec ^ari2at:.on and the countries 
in which they wish U) studv* They w;ll Subsequently 
receive regular JYA appU{.at:;on ;orrns„ " (In McGraw 
122 catalogs from rc^rejgn universities a hd literature" 
on foreign study are a^-allabIe. Students and faculty 
are welcorne to consult this maier3al in planning for 
J YAo^" ) ■ , • 

ies F-^ertainrng *o Cor:* rar ng Ld-.^rji/un 

Sludents c ar r y i ng. i e w e r fhan r :.x (6) urufs during a. 
term must register Through i'nc Olfice oi Continuing 
Education -unless ih,ey t.a\e the permjssion of the : 
.Provost, (E;kc epn,on. dav stadeVns who have com- 
pleted requirement o lor a degree v^nh exception oi 
a few remauimg hoiirs.' See page item 13. ) 

Maxirruun regislrafioii rn the C<^tit:nuing Edu.carion 
program is 12 c rt a:^^ hours per ternu P:xcept^ons will ^ 
be made fur Cruder}.! b who ate not working and who are 
able to take a luil 15 -hour rt-d-t load >i approved by > 
the Dc'^n c-i C?;nf^Uiing-Eriu; dnun« 
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Cpurses in the Continuing Education program .will 
usually be evening courses. 

Continuing Education tuition is $35. 00 undergraduate, 
$60 graduate, per credit hour. If a student takes 
more than 8 hours"^ in the Continuing Education pro- 
gram he must pay the regular full-time tuition, 
except by special permission of the Dean of Continuing 
Education. ' 

Students registered as day students can take evening - 
courses on approval of the faculty advisor and the 
Dean of Administration. 
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'SECTiON IX 
A°CADP:M[C REGULAirONS 
.Graduat-ion Requirernenf-5 - ^ ' , - * . 

a. The I.ibe.>ral Syi'enre program or an approved equivalent 
fo-r classes' . of V-^'to and l'^)"b. . ' • 

o ■ 

b. The F reshmctn A rt-s and Sc.cr;<es program or its equivalent. 

c. - Field Experience 

d. The Phys3cal Education re.^^ir r ein<^ni . 

e. An approved route to graduouon 

■f. Achieve c umuiat^xe grade point ;ave rage oi at least 00 
lor all work taken at Elniira Colle ge. (For students 
entering Fall 1 V75 and alte.r. ) 

Fulfillnig Requirenienis . . ^ « 

The ultinnate responajbilxty ivx i\\M'A\ri\^^ graduation require- 
ncients rests with the individual suident. In consultation with 
his adyiser each student shou'.d re-.-.tw his academic program 
to make Lertain tKat requirements \ox the degree are being ■ 
met satislaclorilv . 

Routes io Graduation ■ ' c 

Approved routes it) uractu/itior: ;ru ludc the following- 

• i:::i-*ILi^lIi^.£^ii:ii^ -"^ ijeid of com eiti ration is a pa-jf ern 
ol courses plannt^o by \\\^ studeni exploring two ol- 
more sub tect ^mat'rer t'eids .r'ld cc^'ering approximately 
twenlv units oj aiadem:\ wc^rk, ' Tche Curriculum 
CommiTiee will de'errmne spec ait graduation re-, 
quirements i-n both the ^ /»iu e*ii rai : on and the related 

i iields. J. 

M.il;:Lr'- ''rnajor' reqiiires apprv^xmriately twenty 
units oi cc^ncent rait cl s;ad> ir; a-paruc ular subject 
matter, but v/doe^-i no. orch-nariiy u.clude spec'jf^c ■ " 
requiremerds tor saidy n\ rdaieyri i'.elds as doe.s (he 

concenrrat ion. « • 

... ■ ^ - \, ■ ■ , ■.. ■ ■ 

• MjiJi'J 5iL^l^.'^V'^' \. ^"v ^ ^ ( ^<mi u r re nf 1 y v.'ir h 
a major pr.ig^-arn, s^udi n' w:i] eHM t at least one 
year course' .K*/nt < U x.r, 1 1 J 1 rw i ng >j r e^a s • 

, ^ ' . •*■ = * . (Hev;sed August 1975) 
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language and L-eraiurt su. .al; ; f rtc iHae arts^, 
and science. 

• £l££Fj£i: -.::Y^^ - f fu^.^^a-^ ..i*r.\A >:h ins adviser the" 

siudeni will piar a mk: pr t^r.^n ior \\\v upperclass 
yt-ais in as uicMw ^ v r t, r : ar^.-.-ts as appropriate for 
the cf>mple^:oa '.>i r\ l:ber.*! t dutaijmu 

■ P^kli: J'Jll^ii'^' ^'^' l^' ■ ^ ^" t ?;*^d-on A sfudent 

pletin.e: Id unii s vurub uork ma d:se?.p]3ne - 

lather aiaii the fM'iuaa I v ;.>r(* o] .the elecit^d 

.c oru.eni ranon, 

l^^Jlfj^.fik'^.^;^^^^^ Kt' rail ( rxi^-fi! Kaj h student • 

IS required ^^^vorjiphfr su< ( r^suiH v, f wu (2) 
acidviijei^ m arpy o^:e >i ( r.tnb: nu t on oi xhe iol- 
. ■ lowing areab. ■ init re i^Ht uuiic .vihiet.* s, intra 

. ■ Ret reaf :.()n ( ou rst;5, Lik- j : xru a\ij\:'.e8. 
" Th e I.; li: i System A ^ c ^ * * • ^ . ^ ■ ^ . r A i a d^ J'^ v ^ < - r < a ; * 

Eimira College axvards awiu* = n}:t - :t-d:t lor the s.^ic c fus siul' 
' comph^t;un oi prc^granvs ;:i o^uriv Uie i)a;s;s (^1 un/^s. The? 
^ unit system de\ eloped bv u:!v dci.nes a unit as 

tollow s . 

• ' *< 

A unit IS earned by suv ssiel . ^jMplei;^.- .^i .a planned and 
directed progr^am oi . i aiuau^d by a iaeuii\ member, 

which iurthers 'he di ^ ^ . f , • , K'e?^oiori anri c. omixuini c at ion 
oi ii^urnuiated kn^.^iv ri^t M-f-frii:]; -rivpleu^d in one 

quarter ni the eUeii. .^v,, b>bu ' ..^ r;^ ^^me duiuig a sax 
w^f^ek pe r u>^i. - ■ . ' 

° • . c • 

A student mus: ed r n c 0 ;o be ^..^vbu r graduanou 

The Registrar e^^aluat^. -^ ^r-'ff-t.;i i vrvdrs tor t <)n 
' vt? rsion" ; r^U) un?^:^, : . 

Refer ^il 1 • q .u- .^r ^ ^ ■ ^ - . ^ . . , j .^-^ v y ^ . - .k st r ' s Oifu e. 
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E; Student Overloads ' / • 

The unit system of academic credit precludes student course 
overluads. The unit system is buih upon the assumption 
that lor most: students four courses m each of the long;terms 
wiU ronsnuxte a. full load. Certain superior students may 
possess the capacity to handle academic work beyond the ' 
normal load. In the spirit of the recent curriculum deVelop- 
menis, these students should be e^ncouraged to go beyond the 
requirements for the average student within the allotted four 
courses. Students of average or below average Ability are 
expected to be fully occupied with four cdur se>^aHd-,^yi^l .ex-- * 
perierc e grave difficulty in attempting any overload^.Wbxk.:. 

F. Coufso Overload Policy \' 

1 A suident\s normal course load during Term I and- 

Term^ll IS eight units. Durmg Term; III, the. normal ' 
<\ourse load is four units. Students seeking'^course 
overload must fulfill the following requirements: 

i\ Freshmen and'First Term Sophomores; The student 
oi exceptional educational ability may register for a 
maximum of two units oi overload credit during a long 
; lerm vvith the-consent of the. tutor or adviser. 



Se< ond Term Sophomores and Uppe rclas smen: A 
student who achieves a *'B' average in the preceding, 
lerm (rourses graded "P^'- will not be taken into con« 
sideration, however,- an 'T" grade will, automatically 
disqualify a student for the term following the re-' 
'■( ptu)n of the "F" grade) may elect, a two unit over-- 
h>ari during^ a long term wirh the approval of his 



4. Ft- rtn III Overloads. Over 1 oad s during Term III are 
. pr'.n bited, except in extra ^ ')rdmary cases. Such 
>v«'t loads must have the approval of the Provost. 

^-5. • ^ r4rsf C^^^'T load Charges ' 

^- . M^*rn^al course* load fM-fil/'units. Students 

■■^^ ^ > • ' • 'imi Im -v, , t . ^i.,s normal course 

load !i-o- ^'ibiect in an ov^>rtf>ad liar -v/hich is erqual to 
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one^twentieth of their yearly tuition charge for each unit 
of overload. 

Term III * • 

A student^s normal course load is four units. Students 
carrying a unit in excess of the normal course load will 
be subject to an overload charge which is equal to one-- 
twentieth of their yearly tuition. Students, with the 
approval of the Provost, may take only one unit of over- 
load d'Uring Term HI. 

Auditing Courses - 

A student may audit a course with the consent of the in- * 
structor. An auditor is expected to attend classes, do the 
assigned reading, and participate in class discussions, but 
IS not required to take examinations. Under no circumstance 
is c-redit given for an audited course: A student who audits 
a course as an overload must pay the regular overload 
charges.. ^ ^ 

Withdrawal from a Course 

VVithdrawal from a course after the first week of classes 
must be approved by the Dean of the College and the student^ s 
adviser. Except under very unusual circumstances, such 
as prolonged, illness, a student will not be permitted to with-' 
|d,^aw from a course later than the sLxth week of classes 
without receiving a failing grad^ in the course. 

Pefefrcd Completion • ■ \ 

\i because of illness or emergency, a student fails to com- 
plele any course for which he desires credit, he may defer 
«-ompleri(.n of the course and receive an Incomplete- only ' 
?.Hrouuh special arrangement with the instructor and the 
Dean ol the College. ^ ' ' 

SMi;^f.nis wishina to tutor or be tutored are advised to cbti- 
Hui> liiSiructor of the course concerned. 

xi'i.wr 'l^ V > ;p mcr School 
A '^turp-r in resirlence at Elmi ra .^1 r^^c who wishes to 
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receive credit toward an Elmira degree for courses taken 
at another institution must secure tlie approval of his 
adviser and present the request to the Registrar. Approval 
must be secured before the courses are taken. Students 
V/ shing to receive credit under the New York College Pro- 
ficiency Examination program should consult the Registrar. 

Classification 



N. 



A student is a member of the class with which it is deemed 
he may fulfill degree requirements. 

Withdrawal from College . 

Any student withdrawing from the College during the academic 
year, or at the end of any term, must file a written request 
foy withdrawal with the Dean of the College and have an exit 
interview. He is charged tuition according to the following 
schedule: 



Withdrawal 
during week 



Percentage 
of tuition, charged 



1 

Z 
3 
4 
5 



29%- 

40% 
60% 
8 0% 
100% 



A student who voluntarily withdraws for any reason (including 
medical reasons) after the fourth week following initial en- 
"roUmt ?it, ^fi^ho is dismissed for disciplinary reasons, or who 
does not meet the minimum academic- requirements of the 
college will be charged 100 percent of the applicable tuition. • 

A stndenl who registers and fails to matriculate i^ charged 
2o per^^ent of the established tuition charge. 

A stiident who is dropj^ed from the College, foi^' academic reasons 
a[te,r Te/m I is charged 60 percent .of the annu§.l tuition. 

At ihv enri of each academic te rm the Committee on Academic 
Standards, in consultation' wkh the Chancellor, will study- the 
cas^^ . ai h student v/Hose performance is .below the level 
required lor graduation, and v/lll Ve^niire withdrawal from the 
C:ollePe whenever it seem's advisable. . 
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Students holding National Defense Loans who withdraw from 
the College must have an exit interview with the proper 
representative m the Business Office. ^ 

Leave of Absence * . 

The following is the Leave of Ab sence. Policy for Elmira 

College: 

1. Absence must be for no more than one year. 

2. Request for Leave must be submitted to the Dean 
, of the .College thirty days before the end of the 

Term preceding -the beginning of the Leave. 

3. Reason for absence must be presented in writing 
for approval to adviser, Dean olf the College, and 
Dean of Administration. 

4. If absence is in qrder to attend another educational 
institution: - " 

a Relationship of program to con- 

centration requirements at Elmira 
College must be worked out with 
tlie adviser. * 

, b. Prior approval for transfer of credits 
must be obtained from Registrar's ^ 
Office. 

>. No monies will be transferred to another institution. 

The student must be fvilU time and in good social 

standing, 

The student's matriculation will be reactivated 
v/i^hout charge upon completion of proper forms 
af the same tuition ra^e as that/of his classmates. 

Admission to another institution is the respon- 
sibility of the student as is the payment of all fees 
tfi that institution, (this rule does not apply to 
•-•iU^ -:es with which Elmira has an exchange or 
< ^'"pf ratt ve f^rogram). 
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9. Application forms fpr reactivation shall be sent* to the 
Dean 'Of the Collegers Office by July 1, for September 
. matriculation or by. March 1, if participation in room 
drawing is desired. - ^■ 

Academic Integrity ■ ' , » . ^ 

Academic integrity, an essential component, of siiccessfurcollege 
work, requires each student to work independently during exam- 
inations a-hd to acknowledge his sources in every instance where 
another's work substantially contributes to au>essay, a research 
paper, or any other academ'ic product. To claim another's work 
as a student's own is completely unacceptable and will result in 
suspension or expulsion. ■ . ' 
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SECTIONX 

POLICIES ON REGISTRATION, EXAMINATIONS AND GRADING 
A. General Policies and Regulations V 



1. Only the Registrar'has the authority to evaluate trans- 
cripts of transfer students and assign credit. 

2. - The Registrar will furnish each instructor with an 

official roster of the class during the first we^k of 
classes, ^ . 

3. No student may enter a course later than one week 
after the first meeting of the class without permission 

^, of the instructor and the Deari of Administratiqn. 

4. A student withdrawing from a course must obtain^ a 
withdrawal form from the Registrar and have it 
properly executed. Students may withdraw from a 
class during the first week with the approval of the 
faculty advisor only. Except under very unusual 

' circumstances, the withdrawal of a student fxom a 
course after the end of the fifth week of classes 
(Term I or Term II) will not be approved. 

5. Unapproved withdrawal from a course results in the 
student receiving a faiUng grade (WF). . If a student? 
is doing passing work, a grade of (Vf) will be re- 
corded if he withdraws before the end of the-fifth 
week of classes. These should be recorded on the 
instructor's grade sheet and they beconie part of 
the studentVs permanent tecord.^ 

6. On occasion a student will withdraw from Cpllege 
during the semester. Whenever this occurs, the 
instructor will be notified, and he" should record a 
grade of W or WF depending on whether the student 
was passing or failing the; course at the time of 
withdrawal. 

7. Student absences" from classes need not be reported 
to or recorded by the Registrar's Office. Professors 
will, however, report-absences on days before and 
after vacations to the Provost on forms furnished by 
the Dean of the College, 
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With the:„cbnsenl of the instructor in a cburse, a 
student may audit a course. Under no circumstances 
is credit given for an audited course. 

A student wishing to take work in summer school must 
obtain a petition biatik from the Registrar's Office 
and have it properly executed. 

Faculty members do not have the authority to change 
the time of classes just before regular holidays, or 
to change the time of final examinations; students 
should not. request Ihem to do so.. 

Curricular improvement and innovative prograrns may 
change graduation requirements during a student's 
enrollment at the College. When such a change occurs, 
each student will be assured that the change will not 
penalize him in time or money; he will lose no credit 
that he, has earned. 

All full-time students admitted to the day program 
through the office of Admissions must iake a mini- 
mum. of sfx (6) units of credit and. should take eight 
(8) units of credit each long term and four (4) each 
short term to complete the 80 units of- credit re- 
quired for graduation in four (4) academic years. 

Exception : 

Students who through acceleration need fewer than six 
(6) units for their last long term to attain the 80 units 
required for graduation, may register for the units 
needed and will pay 1/20 of the yearly tuition rate per 
unit. Neither resident nor non-resident day students 
may register through the Continuing Education 
division to complete the units (fewer than six) re- 
quired for their degree. 

On Monday, Wednesday, and Friday, sixty-minute 
periods are scheduled between 7:50 a.m. and 5;60 p, m., 
with ten (10) minutes between classes;, on Tuesday and 
Thursday, ninety^ minute periods are scheduled. 

Dates and procedures for .JRegistration, as well as 
class schedules, will be provided by the Registrar. ^ 
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Examinations and Quizzes 

1. The faculty shall report to the Dean of the College any 
violations (such as plagiarism) detected on written 
papers, notebooks, laboratory work, ^.and other academic 
activities. . ' 

2. Class ''Hour*' examinations shair be Announced: hot less 
than a week in advance.^ An "Hour" examinafjion is con-* 
sidered to be one th|,t covers more than a week's work 
and has considerable bearing on a student's grade, as 
opposed to an unannounced or "pop" quiz of lesser . 
importance or to daily or weekly quizzes of less than 
hour length. 

3. No class ^^H[our^' examinations are to be given in the 
seveQ:47>-d'ays immediately preceding the last day of 
classes of any term. Daily or weekly quizzes may be 
given, howevey. 

4. Class "Hour" examinations^^all not last longer than 
the duration of the cla^s peri^, and final examina- 
tions shall not last longer than ^ne hundred eighty 
minutes. . 

5. Examinations must be written in the place designated. 
Seating should be alternate. If a roam is too small 
for alternate seating, the Registrar's Office will 
assign additional s{>ace on request. 

6. The faculty member should keep final examinations 
for a term after use. Blue books may be purchased 
by the student at the Book Store. "^^^ 

7. Undergraduates shall not be given the responsibility 
of typing or mimeographing final examination ques- 
tions or for correcting and grading of tests or 
examinations involving 3ubjective appraisal as dis- 
tinct from Scoring of objective answers. 

8. It shall be the policy of the faculty that all activities 
of a course including all written work such as term 
papers, shall end for the student by the last day 

of classes. Only the final examination shall be a 
student responsibility thereafter. 
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9'. Final examinations if scheduled must be givem A copy * 
of every final examination is to be filed with the Dean 

of Administration. . ^ ■ ■ 

• " ,. , . ' t> • ' . 

10. Grade books may be obtained in the Bpokstore. Since 
they constitute original records^ used grade books 
" should be kept on file in the faculty member^s office 

or the Dean of Administration for at least four years. * ' 

Jl. Except under extenuating circumstances hour exatns 
vi^iirbe annpunced at least a week before the exam is 
given. Absences from tests and exams which have 
been announced automatically incur a grade of zero 
for the test or exam, unless other arrangements havq 
been made with the instructor because of illness or ' 

^"^-x emergency certified by the Dean of the College. . ( 

. * ' . . . r = 

Grading 

1. The catalog of Elmira College describes the marking 
system. 

2. Beginning with the Class of 1969 (Freshmen entering 
in the fall of 1965) gradejs may be reported to the. 
Registrar in terms of plus or minus. Registrar will 
record such grades, however, without the desig- " 
nated.plus.or minus. (Beginning with Fall 1975, 
pluis-minus grades will be recorded.) 

/, ■ , ' \ ' ' . - ; 

o . ^ 

0 ' ■ ' - ' 

3. It :.s advisable to discuss the meaning of grades with 
the. students in class;, Instructors should also ex^- 
plaiin the proportional amount counted for class work, 
tests, term papers, and final examinations. 

4. A teacher who gives a student a grade of Incomplete 
for final examinations deferred or work not com- 
pleted for reasons of health or serious emergency 
should accompany the grctd,e, report with a statement 
to the Riegistrar of what is necessary to remove the 
Incomplete and the deadline for completion. A 
similar statement should be given to the student. 
When the Incomplete is made up the teacher should 
notify the Registrar. Otherwise, the Registrar will 
change the Incomplete to an *'F** if the deadline passes 
with no report. The deadline is six. (6) months after 

^the e^d.of the term excluding time the College is not 
in session.. 
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The grade of Incomplete is hot to be given for or* 
dinary delinquency^ For this, work not completed 
at the proper time is computed in the student's 
grade as zero. - 

Graces once permanently recorded by the Registrar 
can be changed only by faculty action except that 
computational errors may be rectified without such 
action up to the end of the following term, ' 

A student who has received a grade below D- in.a 
course which is a prerequisite to another course 
may be-admitted to the other course, at the discre- 
tion of the instructor of that course without being 

required to repeat the prerequisite course, 

• . ■ . o 

Because it is usually necessary to re*arrange with~ 
out delay the schedules of students who have 
received grades of less than especially in 

courses given in the first term, instructors should 
report such grades as soon as possible to the 
Registrar. 

Progress reports are made at mid«term. Such 
reports are to include the results of at least one 
hour test or a suitable equivalent for each •period 
in addition to such other evidence of a student* s pro- 
gress as the course provides and the instructor can 
ascertain. These reports are turned-in to the 
Registrar's Office. Students will receive a warning 
if the grade in. a course falls below C or C-. 

Grades are. reported at the enjd of each term to the 
Registrar on official forms furnished by the Registrar's 
Office. Reports should be turned in no later than 
48 hours. after the final examination in the course is 
given or by the time announced by the Registrar. 

Grades in coursers may be reported to students by 
the instructor at his discretion. In any case they 
will be mailed to students by the Registrar. 

At the. end of each term, the Committee on Academic 
Standards reviev/s the records of all students making 
unsatisfactory grade averages and imposes academic 
probation or withdrawal from College. 



\ 
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A student is considered to be on classroom probation 
in any class in which he has a grade of less than D 
at mid-term. 

Students who receive warnings consult their in- 
structors in the courses concerned; those who are 
put on probation consult their advisers as well as 
their instructors in courses in whic . their work is 
unsatisfactory. 

Students who are on probation at the begi/nning of the 
term in September may not participate in any of the 
choral, debate, athletic groups, etc. , wherein they • 
represent the College without permission of the 
Committer on Academic Standards. When a student 
is put either on classroom or regular probation, he 
may continue his participation with such groups until 
the completion of the groups s next major presentation. 
H6 must then resign from the group until he is off 
probation. 

Progress reports are made to the student and adviser 
at mid-term periods, A student will receive a 
Warning Notice in a subject. when, in the opinion of the 
instructor, the student is not making satisfactory 
progress toward the completion of academic require- 
ments. A student who recq^ives a Warning is expectejd 
to discuss the situation with his adviser and in- 
structor immediately. Copies of Warning Notices, 
Probation Notices, ancj Grade Reports are sent to all 
parents or guardians. 

'P-F'^ Grading System . 

Some programs at Elmira College are evaltxated on a 
"Pass^FailV grading system. The ''Pass*' grade is 
equivalent of work performed at the A through D 
grading scale. No J'Pass-Fail" grades can be achieved 
in a student* s concentration or major with exception 
granted to the Education discipline. 

Of the 80 units required for graduation, no more than 
15 units may be taken on the ''Pass-Fair* system. 
Prorations for the transfer students are determined 
by the Curriculum Committee. 
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3. Students must indicate at the time of registration what 
grading system they chodde for each course in which 
they are registered, and,, in addition, in writing they 
must notify the facility member teaching the course 

of their choice during the first week of class if they . 
select a ''Pass -Fail*' system. ° 

4. The Freshman Arts and Sciences Program is graded on 
the "A-F" system. Freshm^ii students are not re- 
quired to take any courses on the "Pass-Fail" grading 
system, but if they choose ^o do so, they are advised 

to select such a '^Pass-Fail" course judiciously. The 
only courses which are mandated on the "Pass-Fail" 
grading scale are those approved by the entire faculty. 

Honors and Probation ' - ^ 

1 . In addition to the prizes and awards listed in the catalog, 
we would award the following honors: 

a. The designation Honors Scholar will be given to 
those students who have achieved a cumulative 
grade point average of 3. 6 or higher at the lend 
of Term I and II. 

b. Graduation Honors will be awarded to students 
who achieve the cumulative grade point averages 
indicated below for all work taken at Elmira 
College. " i 

(1) summa cum laude « 3.8 and above 

(2) magna cum laude - 3. 6 to 3. J 99 

(3) cum laude . 3. 4 to 3. 599 

(4) The Honors Banquet for the College 
community should be held late in Ijerm 
II and before, examinations. No acade~ 
mic garb should appear, and the pro- 
gram itself should include: special 1 
scholarship winner? (Wilson and Daiiforth, 
for instance); new llstees in Who's .Who 
(the student publication); the following 
yearns JYA students; students elected for 
Term I to a list of Honors Scholars. 

r- . (Revised August 1975) 
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Students will be place^ on academic probation under 
the following .circumstances: - 

a. If the student has less than a 2, 0 grade point 
average for the^ previous Term at Elmiora College 

- or ; ' ' ■ 

b. If the student has less than a 2. 0 cumulative 
grade point average for all work taken at 
Elmira College. 



The Committee on Academic Standards shall 
consider all persons on probation and ^may- 
suspend any person who, in the judgement bf 
the Committee, is not making satiisfactory 
progress tovt^ard a degree. , ^ 



/ 
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SECTION XI 

CLASS ATTENDANCE 

Regular attendance at all classes and oth6r scheduled appoint- 
ments is expected but not required of all students, and student 
are responsible for all assigned work. Students who are 
absent from announced tests or class reports incur a grade 6f 
zero for the test unless a sickness or emergency, notice has 
been received. 

Instructors should keep a record of student class attendance. 
A record book may be obtained from the Bookstore. 

There are rio "excused^' absences. In the event of serious 
illness or emergency, however, the Dean of the College will 
notify instructors of the reason for a student's absence. 
Faculty members are responsible for assisting students to 
make up work only if the absence is thus reported by the Dean 
of the College. 

^^Excessive*' absences must be determined by the instructor 
on an individual, non^automatic basis. Excessive Absence 
forms may be obtained from the Office of the Deaxi of the 
College. Absences may jeopardiaje the student's academic 
standing in a course; consequently, if the instructor thinks 
that a student's absencips are excessive, he may recommend 
to the Dean of the College that the student be dropped from' 
class. Such an action will be recorded as a WF (withdrawal, 
failure) on the student's permanent record card in the 
Registrar's Office. Before recommending that a student be 
dropped, the instructor should send a warning letter to the 
student that he contemplates such action if attendance does 
not improve.. (A copy should be sent to the iDean of the 
College. ) 

If for any reason a student anticipates absence from class, 
he should extend the courtesy of notifying the instructor in 
advance. 

Individual faculty members will report all absences on days 
before and after vacations to the Provost on forms furnished 
by the. Dean of the College. 

Faculty members do not have the authority to excuse students 
on days before and after vacations, to change the time of 
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classes just before regular holidays,, or to change the time 
of final examinations. * 

H. Students placed on probation will be notified by the Registrar 

that absences may endanger their status in class and in 
Elmira College, and copies of this notification will be sent 
to parents. 
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A, 



B. 



C. 



SECTION XII ^ • ■ 

GANNETT- TRIPP LEARNING CENTER 

The Gannett- Tripp'Learning Center is the focal point for 
learning on the Elmira College Campus. It provides the 
print and non-print resources and services to augment and 
amplify the classroom experience. 

From time,- to-time the Learning Center will sponsor work- 
shops and seminars aimed at helping individuals increase 
their awareness of the resources of the Center and the means 
of integrating those resources into teaching strategies. 

Hours of operation of the Learning Center are as follows: 

1. During the academic year: 

a. 8:30 a.m. - ll:00p..m. 



2. 



3. 



b. 11:00 a. m. - 5:00 p. m. 

c. 11:00 a.m. - 11:00 p.m* 
During vacation periods: 

a. 8:30 a.m. - 5:00 p.m. 



b. 



Cl'Dsed 



During Summer Sessions: 

a. 8:30 a.m. - 10:00 p. rrf* 



b. 



c. 



d* 



.8:30 a. m. 
Closed 
5:00 p. m. 



5:00 p. m. 



10:00 p. m. 



Monday through 
' F riday 

Saturday 

Sunday 



M o nday th rough 
Friday 

Saturday an^ 
Sunday 



Monday through 
Thursday 

Friday 

Saturday 

Sunday 



(Changes in these hours will be posted as they 
occur. ) . • ' ' ^ 
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D. Acquisitions Policy < 

1 • Premises . 



I ■ 



a. In making decisions re acquisitions both print 
and non-pritit resources must be considered^ ^ 
and permanent as well as temporary (film' <i> 

^ rentals) acquisitions be included. **. 

b. Acquisitions should reflect the future afe well 
as the current academic programming n^eds 
of an undergraduate and advanced studies 
teaching-learning center. 

0 

c. All faculty merpbers should reg^yd the con- 
tinuing evaluation and recommendation of 
acquisitions as parr of their professional re« , 
sponsibilities. Part -time faculty who. teach . 
specialized courses should al^o jiarticipat*fe, 

d. Policy proposed for this year will be Evaluated 
in the spring and necessary modifications 
recommended. 

2. Implementatipn * 

. a. Each faculty member Will be asked to inventory 

all of the holdings that are important for or related 
to the courses he teaches keeping in mind the 
potential for independent study. The faculty mem- 
ber will have available from the 'GTLC and/or 
from the Criminale report a listing of numbers 
of titles in the area covered by each course of- 
fered.. The inventory should include books, 
-periodicals," bibliographies, reference tools, 
continuations, and all kinds of non-print materials. 
He will give his judgment regarding the strengths » 
and weaknesses of the collection and a recom- 
mendation regarding the kinds of acquisitions 
most importSint to correct any weaknesses. His 
judgment should be°based upon some accepted 
standard listing if available. 

b. The inventories will be collected by the Learning 

Center Committee who will judge them on the basis 
of both present and projected needs as they are 
revealed through the Long Range Plan fdr the 
College. 
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c. The Learning Center Committee will publish a list 
of the various areas indicating its judgment on the 
strength or weakness of each. Faculty will be , \ 
}iYged to submit recommendations for strengthening 
the areas needing additional resources to support 
areas important aa judged by the Long Range Han. 
Likewise, when courses are dropped from the cur- 
riculum, the Committee will.reassess needs in the 
area^ and make appropriate recomrhendations for« 
any buying in that area. 

d. Choice cards will be circulated to help facidty keep 
abreast of current publications^ Any book, ap- 

. pearing to fill a need will be checked through a re-, 
view in an. acceptable journal or personal knowledge 

e. Faculty ordexs for instructional resources will 
include a statement justifying the order in terms 
of the prepared inventories. 

f. Approval of all orders, for instructional resources 
will be based upon analysis of how the resource 
strengthens the overall collection. It is expected 
that the Committee woidd indicate the bi^oad: . 
operating principles and the Director would operate 

\ - ■ ■ . ■ under. these. "--W^ ■■■ ' -J 

g; ^ The CommitteCwiJl be responsible for enlisting 

facidty help in l^uilding if it becomes - 

apparent that fa^culty have-not 

in recomtnending tlie necessary acquisitions. 

h. The inventories will be kepf uprto-date by adding 
tq them the namQ of each new resource as noted 
in the monthly acquisitions list published by the 
Learning Center^ 

" . " *■ - ' ■ - 

i. The inventories will be anal yzsed each spring and the 
facility apprised of the status. of each. \ 

The College is in the process of reorganizing the ppelration of 
the Learning Center* Policies relating to' circulation of re- 
sources and use of the facilities will be developed and added as 
a supplement to this .Manual. In the interim any questions con^ 
cerning these matters should be. addressed to th^ appropriate 
staff member or to the Executive Assistant to the Chancellor. 
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■ . SECTION XIII , 

TEACHING FELLOWS PROGRAM 

culty of Elmira College have approved the following program 

That E?.mira College establish a program in which out- 
standing students may serve as teaching fellows with a 
faculty member in lower level courses in areas in which 
they are qualified; 

That students who participate in the program must have 
acquired a 3. 0 average in order to -participate in the 
program; 

That oply Juniors and Seniors be permitted to participate 
in the program and that two units of credit per term be 
the maximum for a teaching fellow;" 

That a maximum of four units of credit be established as 
a limit any student may earn in the pro^^km; 

That a formal, written contractual a'greement stipulating 
duties and responsibilities of the student as well as the 
evaluative procedures to Be used by the faculty Supervisor 
be provided for each teaching fellow. ' Such a contractual 
agreement should be worked put between faculty and 
student and a copy sent to the Provost; 

That the Provost of^ Elmira College be the coordinator of 
the program and be responsible for its implementation; 

That noriiinatioris for the position for teaching fellows be 
. sent to the Prdvost at least two weeks prior to the be- 
ginning of each new term; > ; ^ 

That each year teaching fellows be honored in some fashion 
by the .College in recognition of the contributions made by 
these students; 

Such programs are not intended to and should not diminish 
the involvement ol the professor in the work of the course 
nor his responsibility for the work of the students in the 
course. Nor should such a program for undergraduate " 
students be allowed to replace those faculty associateships 
in which more competence is neteasary. 
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SECTION XIV 

FACULTY ASSOCIATES 

The Elmira College Faculty Associates program employs 
collegeweducated men and women from the community in 
College activities related to campus -.class room teaching. 
T>e program has three basic objectives: 

1. to give regular faculty additional time in which 
to undertake research directly related to their 

^ teaching, to revise or to make innovations in 

their courses^ and to improve the quality of 
their instruction; 

2. to-enable regular faculty to extend their teaching 
efforts to a greater number of studentis than 
would otherwise be possible; 

3. to encourage the Faculty Associates to progress 

in personal and intellectual development through ,j 
the work in which they are involved, and through 
the provisions that are made for their continuing 
academic studies. 

Requests £roTv the regular faculty for the assignment of 
Faculty Asso ciates should be^submitted by March 1 for 
September assignment, and by November 1 for January. 
assignment, and should clearly state how ihe assignment 
will assure that the three major objectives will be reached. 

Applicants for Faculty Associate ship wijl he evaluated, 
and interviews will be scheduled with the faculty-mem- 
bers in whose^ area they are qtialified to work. During 
these interviews the faculty member should be as 
specific as possible in describing the kinds and amounts 
of work expected during the fifteen to twenty hours per 
week which the Associates spend in on and off cainpus, 
work. Summer study, ^either readings selected by the 
Faculty member or summer course work, can be dis- 
cussed at that time. A. report jihould be subrnitted by 
the faculty rriember within five days after the interview 
recommending retaining the Associate or asking that other 
applicants be schedufed for interviews. 

Faculty Associates are not to be used for faculty research 



projects unless specifically approved by the D^an of Adm- 
ministration, 

. So that their intellectual and professional capabilities may 
continue to develops Faculty Associates will have tuition 
remitted for courses taken in the Continuing Education 
Program; 

1. the summer before assuming. duties as Associates; 

2. the year or years of service; 

3. the academic year following the termination of 
associate appointment; 

4. the tuition waiver does not apply to Off- campus 
projects for which institutional payments arte re- 
quired (example: CCFL Bahamian Campus 
Projects, JYA), — 

Faculty Associates and th^ir spouses re invited to attend 
the special dinner at Thanksgiving and the Honor s 'Banquet 
in the College Dining Room as guests of the' College. They 
are-welcotrie ^o attend at their own expense the Christmas 
Dinner . and the A. A. Banquet. All other such events a^re 
by invitjation. 

Facul|:y Associates are ineligible for faculty travel grants 
except for very special cases approved by the Dean of 
Administration. r ^ 
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SECTIONXV 
RESEARCH POLICIES 




A. Elmira College is primarily a teaching institution. Faculty • 
in the usual rainks (instructor, assistant professor, associate 
professor, professor) are considered to be primarily teaching * 
faculty. Recognizing that there is a relatipnship between 
" prof easionaj involvement ^nd teaching effectiveness. 




1. 


the College encourages members of the vfaciijty ^ 
to do research that will stimulate their grawtli 
as effective: teachers insofar as their primajry' 
function, that of teaching, is not neglected; 






the College encourages members of the teaching ? 

faculty to apply for research grants in their , - 

fields; ; , . J 


i -> • 

* . . . 0 ■ ' 


3. 


it is recommended that whenever possible faculty 
apply for research grants from external funds be- 
fore requesting-CoUege funds; \ ^ 




4. 


occasional release frorn some teaching duties to " 
participate in research does hot chaiige the rights, 
privileges, or obligations of a member of the 
teaching faculty; / 




5. 


requests for fuH^time research by teaching faculty 
will be handled on an individual basis. 




B. Elmira College on occasion favors having full or part-time 

research personnel on the staff in addition to the teaching 
, faculty. ^^ 

. . ' " - ■ . . , ■ ,^ ' . • . 




1. 


Since teaching is the fundamental function of the 
College, such research positions shall exist at 
the pleasure of tKe College. 


t: > • ft 


2. 


The ranks of Research Associate, Assistant Re- 
search Professor, Associate Research Professor, 
and BLesearch Professor maybe established at ^ 
Elmira College. .' ' " . ' i 




. ... . •5. . 

4.' 


Funds for research personnel shall be primarily 
fronj external sources. 




/ 
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4, Research personnel will be entitled to participate 
but not vote in faculty meetings. 

5. Research personnel shall not be eligible for tenure, 
retirement, or other faculty benefits (othet than 
free tuition at Elmira College) except as expressly- 
covered in grants or contracts, 

6, Research personnel shall be eligible for promotion 
and raises only as provided in grants or contracts, 

7. Persons engaged in full or part-time research who 
are not members of the teaching ^culty may be 

^ employed to teach one or two clasles on a part-time 
basis at the mutual satisfaction o/the College and 
th;e individual with appropriate /emuneration by the 
College, ^ . f . ' ' 

Studeritff may not be directly or indirectly involved as subjects 
of i-esearch projects of any kind without the explicit written 
approval of the Provost, ^Such approval must be obtained prior 
to the initiation of the research project. 



SECTION XVI 



PROPOSALS 

Proposals which are submitted for action by the Chancellor, 
should be concise and must supply as much of the information: 
indicated below as possible, 

!• In proposing new programs state:' (1) number of 
students, faculty, or staff involved; (2) subject 
areas ittvolved -- who has been consulted and 
with what results; (3) what other Departments are 
likely to share the program or equipment; (4) the 
cost, including new salaries, equipment," main- 
tenance, etc., and relation to the current budget. 

2. In proposing new policies (ex, , grading systern, 
class cuts) state: (1) the present practice and 
recommended change; (2) the pertinent information 
listed under above, _ 

■ • <? 

3. In proposing expenditure of funds (budget) state: 

(1) costs; (2) relation to current budget; (3) - 
whether the expenditure is for a capital or ex- 
pendable purchase; (4) number of comparable 
items currently on hand; (5) whether .the request 
is piart of a continuing^ budgeting program or 
budget Item; (6) if it is, the original total for the 
program and either the total amoSnt spent for the 
program or amount remaining. 

4. In proposals regarding personnel (new appointments, 
salary, promotion, etc. ) state: (1) current salary; 

' ^ : (2) how long individual has been employed; (3) 
■ justification for new appointment; (4) why a change 

is suggested and the nature of the change eitlier in 
. . '^amount or status. 

A proposal may include one or more of the abbVe items 
(1-4); prc^^posals not easily fitting the outlines need the 
writer's judgment about the kinds of information required 
for support. In all proposals the following practices 
sliould;be followed : 

1, State recommendations clearly and give reasons 
for them: economy, efficiency, effectiveness; 




Ml 



2. Send an original and two carbons. One will be 
retained, one returned to the originator, and 
one sent to the appropriate individual in another 
office, and always to the Chief Financial Officer 
when funds are to be spent. 



'. 0 
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SECTION XVII 



USE OF FACILITIES 

0 • • - ft 

Campus Center 

1 ■ . • 

!• The Campus Center is the cente:r of out -of- class activities 
for the campus. Although there is no objection to students 
studying in the Center, it is understood that this is not the 
purpose of the building. The Center is operated with this 
policy in mind. The Control Desk is the information center 
for the building. 

2. ^ Hours of operation of the building ^re as follows . (subject 
to change): 



a. Building 
^ Monday thru Thursday 

Friday 
Saturday 
Sunday 

b. Control Desk 

Monday thru Thursday 
Friday 
Saturday 
.Sunday 

c. Snack Bar 

Monday thru Thursday 
Friday 
Satuf day 
^' t. Sunday . v> 

d. Bowling 

Friday , 

Saturday 

Sunday 

General Policies and Regulations 



7:00 a. m, to Midnight 
7:00 a.m. to 1:30 a.m. 
9:00a.m. to 1:30 a.m. 
9; 00 a. m. to Midnight 



8:30 a.m. to Midnight 
8:30 a.m. to 1;30 a.m. 
9:00 a,nx. to 1:30 a.m. 
9:00 a. m. to Midnight 



9:30 a. m. to Midnight 
9:30 a. m. to 1 :30 a. m, 
11:00 a.m. to 1:30 a. m.. 
4:00 p. m. to Midnight 



prm. to Midnight 



.7:00 

7:00 p. rri? to Midnight 
7:00 p. m. to Midnight 



Elmira College students, .faculty, administrative 
staff, and employees of the CoUq^ge and their guests 
may use the Campus Center facilities. Guests 
must be accompa^nied by one or more of the ^.bove » 
listed people 
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Community or off -^campus guest groups may use 
the facilities of the Center if cleared through the 
Office 'of Public Relations. A community- wide 
organization, on a once a year basis, holding a 
non-fund- raising function at the College will not 
be charged for the use of facilities. All others 
will. No organization may regularly schedule its 
meetings in any college building. ^ 

Reservations . All campus events should be 
scheduled directly through the Office of the Campus 
Center Director. Off^campus groups should schedule 
events through the Office of the Director of Public 
Relations. 

Meeting "rooms rnay be obtained for any hour th^ 
building is open.^^^i^osts, if any, maybe obtained 
art the time reservations are made. 

pames . Equipment for games is availabl.ie at the 
Cx>ntrol Desk from the time it opens until thirty (3^0) 
minutes before closing. The Elmira College I. D. 
Card is necessary to check out equipments the 
person to whom equipmient is checked out is re- 
sponsible for broken or lost items while in his pos- 
session. Equipment for billiards, table tennis, and 
shuffleboard is available free of charge. Equipment 
for bowling, which is available during the hours that 
the alleys are opeja, is charged at the rate of 35 
per lane and 1 0^^ for shoe rental. ^ 

Posting signs and notices is strictly regulated. A '' 
complete set of rules rhay be obtained througb^th^e 
Off ice of the Director of the Campus Centers 

The phone at the Cofntrol Desk is to be used for 
ofjficial purposes only. Control Desk personnel are 
not permitted to take the responsibility of checkings 
parcels, etc. The Control Desk is, however, the 
"lost and found" hea^dquarters for the entire campus. 

Any group re -.^ir ranging furniture should leave the 
room as it was found. No furniture is to be re- - 
moved from the Center. 

Food and beverages are not permitted in any public " 





■ .■ ■ 










- 
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area, except in the case of scheduled receptions 
and those areas designated as Dining faciliticiS. 

4. Dining Facilities 

a. Main Dining Room \ / .\ 


x 


- 




(I) 


Faculty and guests may eat in the Main 
Dining Room as may also members of 
the community. No special arrangements 
or advance notice is needed for groups 
often (10) or less having the regular 
meal. Guest groups of more than ten (10) 
should make a reservation, as should 
groups wishing to be seated separately 
or needing special equipment or services. 


</■ 






(2) 


Tickets for these regular. meal6 are on 
sale at the Control Desk. Costs (subiect 
^ to change): ' " ^ 


■ '* 


■ i 




(3) 


>M Breakfast $1.50 
Lunch . 2. 00 
Brunch (Sat. & Sun. ) 2. 00 , 
Dinner 3. 00 
Sunday Dinner and ^' 
Banquets 4. 00 

Meals are served by waitresses on , ^ 
special occasions. . Serving lines are 
used for all other meals. 








b. West Dining Room '• 










'This room seats ten (10) on each side " 
when divided, twenty to thirty (2 0-3.0) 
.when not divided. 










Reservations and arrangements for use 
o^ this room by all campus groups should 
be made through the office of the Director 
of the Campus Center; off. campus groups 
through the Office of Public Relations. . . 








^ (3) 


Waitress service or speciai menus are /. 
not provided unless appipoved in advance. 

s . • , 


1 rJc . 




< 
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East Dining Room . 

(1) The East Dining Room is available for 
special occasions by scheduling through 
the Office of Public Relations. 

(2) This room will seat up to thirty (30) and 
all meals must be served by waitresses. 

(3) Costs must be established oin advance. 

(4) The East Room china, crystal, ;^.nd silver 
will be used for ^*state occasions" only. 

Meals for Faculty 

(1) The College will pay for certain faculty 
meals in the Center. . These will bfe: 

A faculty member meeting with his 
advisees. 

A faculty m^jnber meeting with repre- 
sentatives of a student group with which 
he works. > 

Lunch or dinner attended by faculty to 
meet with a candidate for a position. 

' '■ ' . 

Lunch or dinner for a few faculty enter- 
taining a Convoqation, speaker or similajr 
visitor to the Campus. 

(2) The College will not pay for (among other 
things); 

A luncheon or dinner meeting for mem- 
bers of a subject area. 

A similar meeting for a College com- 
mittee, for example, the Curriculum 
Committee. 

(3) For these faculty meals, to be paid for by 
the College, arrangements should be made 
in advance through the Office of the Provost 
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or Dean of Administration. If approved, 
a voucher (form) properly filled out and 
signed may be presented at the Control 
Desk for the specified meal tickets. Ap- 
proval will be considered to be for the ^ 
regular menu and regular service unless 
otherwise specified. Forms are avail- 
able in the Office of the Provost and the 
Office of the Business Manager. 

MURRAY ATHLETIC-EDUCATION CENTER 

1. The Murray Center is available for use by members of the 
College community for educational use. 

2. Arrangements for use of the Center by groups should be 
. made through the Manager of the Center. 

3. Special regulations governing use of the Center and costs 
can be obtained from the Director pjF Public Relations or " 

V the Manager of the Center. ^ 

. - ■ ^ . . . ■ . ' 

Other Facilities 

1. Other C:>llege facilities are available to College groups ^ 
only insofar as that use does not conflict with the educa- 
tional program. 

>s ■ 

2. The Registra.r is responsible for assignment of classroom 
use. 

3. All other questions.^.concerning use should'^be directed to 
the Office of the Provost. ' 
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A POLICY FOR ACADEMIC FREEDOM AND TENURE 

ACADEMIC FREEDOM 

The fatculty and xe sponsible officers of Elmira College acce.pt the 1940 • 
Conference Statement on Academic Freedom endorsed by the' Associatidfn 
of American Colleges and by the American Assq<:i^tion of University 
Professors in the year 1941.. . < [ 

This Statement reads as follows; ■ ^ ^ : 

''{a) The teacher is entitled to full freedom in research . 
and in the publication of thje results, subject to the 
adequa,1:e performance of hi-4 other academic'^duties; 
but research for pecuhiitry return should be bksed 
upon an understanding with the authorities of the 
institution. * * 

'^(b) The teacher is entitled to freedom in the classroom 

in discussing his subject, but he should be careful ' 
^ not to introduce into his teaching contrpyersial 
- matter which hap no relatrpn to his suh^ji^fe^^ Limi-^ 
tations p£ academic freedom because of religious 
or other aims of the in^titutjoti shgyld be clearly 
stated in writing at th<a timerof tf^ptppointment. 

'^(c) The college o^ uniyersity teacher is a citizen, a 

member of a learned profes sion, s^nd an officer o^ ^ 
'an educational institution. When he speaks or writes 
as a citizen, he shpuld be free from. institutional 
censorship or discipline, tliit his special position in 
the community imposes special obligations. /'As a 
man of learning and an educational officer, he should 
rememlDer that the public .may judge his profession 
and liis institution by his utterances. Hence he ^ 
should at all times be adcurate, shoidd exercise 
appropriate restraint, should show respect for the 
opinion of others, and should make every effort'to 
indicate that he is not an institutional spokesman. " 

ACADEMIC TENURE 

•jy - / 

*, • ' * * ' ■ v .. "' ■ 

The faculty and responsible officers of Elmira College to the ektent.out-. 
lined below accept the principles, set forth in the 1 940 Confei^ence * . 




Statement on academic tenure endorsed by the Association of American 
Colleges and by the American Association of University Professors in 
1941 and in acQC^rdance with these principles and with the jpecommended 
regulations approved by Committee A on Academic Freedom and^Tenure 
of the Americatl Association of University Professors on August 4, 1'957, 

All new appointees. to the faculty ^^ith a rank fronl instructor to professor 
inclusive will serve a probationary period at the College of not more 
than seven yearSv Probationary appointmisnt© will' be for' one year (ter- 
minating June 30 of each year) subject to renewal. 

* . ■ ' .* " 

For one yjear of service with the rank of full-time instructor or higher 
at other colleges or universities the probationary period will be reduceij- 
to six years; for two years of such service the probationary period will 
be reduced to five years; for three or more years of such service the: 
prpbationaJS^y period will be reduced'to four years, ' 

Writtett notic 4ha| a probationary appointment will not.be renewed, or, 
if it IS the last probationary appointment, that continuation in service 
.with indefinite tenure will not follow, will be given to a faculty member 
in advance of the expiration of a probationary appointment according to 
the following: o . 

(1) ^ ^ first year appointment, hy March 1 preceding 
' ; ^ the June 30 termination of the appointment. , 

(2) If a second year appointment, by December 15 pre- 
ceditig the June 30 termination of the appointment, 

(3) If a third year appointment or any subsequent year 
appointnient, by June 30 of the year preceding the 
June 30 termination of the appointment. ^ 

During the probationairy period a teacher shall hiave the same academic, 
freedom that all other members of the, faculty have. ' 

Members of the faculty vjrho-^re eligible for indefinite tenure shall be 
those who hold the academic rank 6i Instructor or above and who teach 
at least an average of nine semester hours a semester. Visiting pro- 
fessors, research professors, part-time instructors/ lecturers, feU 
lows, faculty associates and assistants are not eligible for indefinite 
tenure. ^ ^ . 

Members of the faculty'with indefinite tenure will have their services 
t-erminated only for adequate cause except in the case of retirement for 
age, (65 years according to the Elmira College Retirement Plan, 
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...Appendix B) or under extraordinary Gircumstances because of financial 
exigencies, or because persistent shrinkage in demand for ^certain 
fields leads to a decision to eliminate or reduce the/fields. The pro- 
cedure for termination of services because of financial exigencies shall 
be the same as ihat described , below for termination for cause, if the 
teacher is not satisMed that the exigemci^s are bona fide". 

PROCEDURE FOR TERMINATION OF = . 

jNDEF INITE TENURE FOR CAUSE 

Complaints against a member ^6f the Faculty on indefinite tenure may 
be brought by the ^Chancellor of the College.^ the Provost, the Dean of / 
Administration, or a member of the Board of Trustees. The complaint 
shall be presented to the Chancellor who will discuss the charges with , 
the teacher concerned. If the teacher and the Ch^ancellor cannot come 
to an agreement/ the te^^cher may request an investigation. 

In case the teai5her requests an investigation of the case, a. committee 
of three memt>ers of the faculty, elected by the faculty, shall consider 
the case and conduct hearings, at the conclusion of which the committee 
'"^ shall recommend what action, if any, should be taken by the Chancellor 
'and Trustees. In "^11 case's where the facts are. in dispute, the accused 
teacher shall be inforrried before the hearing in writing of the charges 
against him and shall ha' e the opportunity to be heard in his own de- 
fense by all bodies t'lSat pass judgment upon his case. He shall per- 
mitted to have with him an adviser of his own choosing who may act as . 
counsel. There shill be a full stenographic record of the hearing 
available to the parties concerned. In the hepiring of charges af pro- ^ 
fessional incompetence the testimony should include that of teachers 
and other scholari^i,' either from th|s pr from other institutions. 
Teachers on indefinite tenure ^ho aire dismissed for reasons not in- 
volving moral turpitude shall receive their salaries for at least a year 
from the date of notif?/cation of dismissal wjiether or not they are con- 
tinued in their duties at the College. 
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APPENDIX . 

INSURANCE AND RETIREMENT PLANS • 

A. BLUE" CROSS - BLUE SHIELD BASE PLAN 

You and your dependents are eligible to participate 
in a high-option membership in Blue Cross and.^Blue 
Shield. The cost is borne .by employees who elfect 
to join. The effective date of your policy will be 
within 45 to 60 days after your date of application. 
You must complete either the application for 

membership or the waiver form* . ./ ^ 

b'. major medical insurance plan 

Elmir a College, effective July 1, I 973, inaugurated 
a new group Major Medical Plan carried with the 
Employers Insurance Company intending to protect 
members of the College community from. catastrophic * . 

" doctor and medical bills.- The entire cost is paid 
by the College. 

: 1- Who is Covered - All regtilar, fuli-time em- 
ployees together with their spouses and their ^ 
unmarried children under age 19. The plan 
also covers children to age 25 if unmarried, 
dependent, and full-time students. 

2. Coverage starts - after three months of 

service. ^ ' 

^* Descr iption of Benefits - 80 percent of covered 
hospital, doctor and prescription charges after 
the deductible amount has been satisfied. 

' 4. ^ Deductib l e'' Am ount " 

s ' * 

a. For those with Base Plan coverage,. ^ 
the deductible amount is $100 per ' . 
person or $300 per family, which- 
ever can be. met first, during^any 
calendar year. 

b. For those without Base Plan cover- 
age, the deductible amount is $12 00 
per person. 

A ; (Revised August 1.975) 
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5 . • ' Maximum. Payment 

I ' ' ^ _ ' . ^ \ ■ ^ 

/ Each member of a family covered by a con- • 
tract may collect up to a maximum af • 
$250, 000 ''plus'» benefit amount. After 
benefits have been paid an insured individual 
becomes eligible for the '^plus'^ benefit 
through restoration. On each January 1, 
the benefits paid for an insured individual 
are automatically reinstated, up to a 
maximurn reinstatement of $2, 000. 

6. Termination 

Coverage will be continued, for three months 
beyond the termination of employment at 
Elmira College. ^ ^ 

DISABILITY insurance; 

Ydu may participate in the disability insurance program 
which provides benefits for accidents or illnesses not 
incurred in the line of duty. Your share of the premium 
is . 0018 percent of your gross salary. The remaining 
approximately 60 percent of the. premium is paid by 
the College. If you had previous group disability^ 
c6verage within three months prior to joining Elmira 
College which provided income benefits for a, minimum 
of; five (5) years during total diBability due to sickness, 
you are eligible for insurance on the ffrst day of the 
month coinciding with or following ^jj^our contract 
date. If you did not have previous coverage you'are 
eligible for insurance on the first day of the month 
coinciding with or following the completion of one year 
of service to the College. Those desiring the in- 
surance must, complete the certification of previous 
coverage form and the request for group total dis^ 
ability b*enefits insurance. If you do not.wish to par- 
ticipate, you must complete and return the group 
waiver card.^. 

e . 

'COLLECTIVE LIFE INSURANCE 

Employees participating in the retirement plan must 
participate in a TIAA decreasing terfn life insurance 
plan. The number of units of insurance protection 
varies as follows: Instructors receive two units; \ 
assistant professors, associate professors, 

(Revised August 1975) 
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prole'ssors and administrators receive. three units. ^ 
Th^ amount of insurance for each unit depends on 
yoiir current age. The cost is fifty (50) cents per \ 
unit per month to the employee with the'CoUege 
matching the amouixt. The insurance is effective 
nihety days after the beginning of your contract, * 
The Payroll Assistant must^have the completed 
fcfrm within 30 days after the beginning of your 
contract so that the effective date will not be de- 
layed. Kindly complete and return th^ application 
fjbrm. 

IfjOTE : Detailed descriptions of these insurance 
plans can be obtained from the^office of 
. the Chief Financial Officer, 

Retired people with 15' or more years of 
service may participate in the health in- 
surance program of the College, but at 
the individual* s expense. 

RETIREMENT PLAN 

• ■ 

The foUbwing p^ges are a statement of the Elmira College ' 
retirement plan fbr Faculty and Administrators, 



(The next numbered page is 124) 
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(Revised August 1 975) 



This Resolution together with the booklet, *'Your 
Retirement Annuity, " porovide each participant with 
a summary of the Elmira College retirement plan. 

This summaf y describes the plan for Faculty and 

> 

Administrators. g Separate summaries have been pre- 
pared for Supportive Staff Personnel to whom this 
summary does not apply. 
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Retir.ement Resolution 

This Retirement Resolution sets forth the provisions of the TLAA-CREJ*- 
retirement plan established by the Board of Trustees of Elmira College, 
herein referted to as the College, as of July 1. 1945 with' Imendments 
dated July 1, 195.9, July'l, 1 968 and January 1 , 1975. Con^f'ibutiqns 

: - ■ ^ r^\;H 

under this defined contribution (money purchase). plan ar^ applied to 
individual annuities issued by X.eacjhexsjnsurance and Annuity 

• .V ' 

Association (TIAA) and/ or College Retirement Equitie s Fund (CREF).; 

Eligibility. Subject to the concjiitions stated in Section III and Appendix 

'* • ' 

A, all regular fiill-time administrators and faculty are eligible to 

/participate in the retirement plajrj/' ' - 

\ ... 
Participation. All eligible emplo/^gs will participate in this retirement 

..... . ■ V;^ 

plan on the first day of the month afte\completing the following period 
of employment at the College without a bf^eak in service: one year of 
servic?. A '*year of service" and "break of service" are defined in 
Appendix A of this Res"olutipn.. Participation is at the option of the 
faculty member or administrator during, the first year of employment, 
provided, however, that employees in eligible cgttegories of employ- 
TO.ent who own regular retirement annuity contracts issued by TIAA or 
CREF under the te^ms.of an institutional retirement plan of a previous 
employer may begin participation in this retirement plan on the first , 
day of the month following employment at the CoUege. In addition, 
effective November 1, 1973, any employee may purchase a 
Suppleme^ntal Retirement Annuity from TIAA-.CREF regardless of 
length of service or job classification. 

' -1- 
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IV. Normal Retirement Ape. All participants in this retirement plan shall ••• ■ 
retire -on the June 30 following his/her b5th birthday, . if it occurs during 
the academic year, 'otherwise on the. last day of tiie month in'which he/she 
shall attain his/her 65th birthday. ■ ' ' 

^' Placn C ontributions. Contributions to rhis-retirement plan 4hall be-indde ' 
jiuririg<-years of parlicipation (as defined in A[>pendix A of this Resolution) on 
a monthly basis, except for months in which no salary is paid, in accordance' 
with. the following schedule; ^ " •. \ • 

. " ■ Contribuido^^^^^ of Regular Salary 

; By the By the ; 

Par ticipant Inslitutio ta Total 



On Salarf Within the ' ' 

Social Security ■ 

Earnings Base ' ■ ° ' ^one 9.15% 



9. 15%, 



On Salary A^6v:e the 
Social Security 

Earnings Base " j^^^ne V5 ■ % iS % 

ContrihuMons by the College shall be applied on a tax-deferred basis under - ' 
-Section 403(b) of the Internal Revehue Code under' a .properly executed 
agreement for salary- reduction. In addition, employees may make voluntary 
contributions of their own. Such voluntary contributions may be treated on ■ 
a tax.deferred basis within the confines of tlie law. and/or as a salary deduction. 
Contributiohs under this plan shall be forwarded to XtAA-CREF to be .Applied " 
as premiums on regular individual rebneirien, annuity contracts on the • 
participant's life, .allocated between TIAA and CREF in anyone of the^llowing 
proportions, as el<?cted by the participant: ^> ' 



J. o ■ 


To 


TIAA ■ 


CREF 


100% 


0% 


75 ' 




50 


50 


25 


7 5 


0 ■ , 


■ -100 • 



♦ • 
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VI. ' Annuity Contracts. Each regular TIAA and/or CREF annuity contract . * 

issued in accordance with Section V of this plan is for the sole purpose of 
providing a retirement and/ or death benefit and is the sole property of the 
indivi/duaLparticipant. Provisions of regular TIAA and CREF annuity 
contracts are described in the booklet, Your Retirement Annuity, which is 
distributed to. each participant as part of the description of this plan. A 
participant ma^r initiate procedures for receipt of retireme^nt income benefits 
by writing directly to TIAA-CREF* A condition of employment at the College 
-is that such employment shall not continue beyond the date? a participant 
receives his or^^^her first annuity income payment from a TIAA or CREF 
annuity contract to which the participant or the College, has contributed under 
th.is plan. Benefits under this plan are provided solely through individually 
owned, fully funded annuity contracts and therefore are not subject to, nor 
covered by, federally sponsored plan termination insurance. 

VII. Leave of Absence. During a leave of absence the College will continue its 
contributions to a participant's annuities, at the rate specified in Section V, 
on the basis of salary then being paid by the College. Participants on leave 
without salary may make arrangements with TIAA arid/ or CREF out of their 
own fund^:^ _ ^ .>v';r- % 

yill. Reprurchase. In the event a participant in this plan terminates employment' 

for reasons other than retirement or disability and requests that TIAA-CRE'F 
repurchase his of her annuity, the College will approve such repurchase, 
provided that it meets the conditions under which TIAA-CREF will repurchase 
annuities automatically. The entire amount accumulated in the aanuities-* 
(less ail^re purchase charge) will be payable by TIAA-CREF to the participant. 



[. Re*gurchase (cont. ) - ■•; . " . ; . - ' 

The conditions under which. TIAA-CREF will repurchase the sinnuitics of a 

participant, and the ..applicable tharges for repurchase are set forth in the 

'attached booklet. Your Retirement Annuity. Amounts paid to the participant 

/ ■ . ■ ^ ■ ■ • c 

upon repurchase shall be in full satisfaction of the participant's rights to 

retirement and/or death benefits. 

Retirer^ent Benefits. The participant's TIAA and CREF annuity contracts 

prdvide .that upon retiremierAt at any age^the participant shall be entitled to :<:eceive , 

a monthly or other periodic income under of the options set forth ih such contracts. 

AH options provide a lifetime income for the participant and ^tll except one also 

provide for income to a spouse or othuer beneficiary. Descriptions of the income 

options are contained in the booklet, Your Retirement Annuity. 

A participant age 55 or over at tlie ti:riie annuity payments begin may elect to 

receive up to 10% of the accumulated value of each TIAA or CREF contract in a 

single payment at such time. The balance of the accumulation will be paid under ^' 

the income option selected by tl^e participant. ' ' 

Death Benefits. In the event a participant dies prior to the commencem^ent of 
annuity income payments under the annuity contracts, the full current value of 

the annuity accuraulatiofi attributable to contributions made under this retirement 

' . .. 

plan, including the portion attributable to the College's contributions, is then 
payable to the beneficiary or beneficiaries narned by the participant^ in a single 
sum or under any one of the income options offered by TIAA-CREF. 
Plan Year, Records for each participant to whom annuity contracts have been 
issued are maintained on a calendar year b^sis. TIAA-- CREF sends each 
participant a report of premiums and benefits suinmarizing the status of his or 
her annuity contracts as of December 31 of each year. 



Xl. Plan Yeai . {C on 't . ) 



Therefore, for administrative purposes, the end of each plan year Will be 
December 31 of that year. 
XII. -Admini strato r. The Chief Financial Officer of the College, located at McGraw 
Administration Building, is tlfie Administrator oi tiiis plan, and administers 
it by enrolling participants, sending contributions described in Se^^ion V o/ 
this plan for each participant as premiunls to annuity contracts.issue-d^^h the 
participant's life, and by performing other duties required for the operation 

of the plan. The Administrator may designate other persons to carry out 

" • . ' - "1-^ 

duties under the plan. 

I ■ 

XIIL A pplicatjonjo^ Be_nef its^ Benefits provided by TIAA and CRE^ annuities to 

which contributions hav^- been applied under this plan will be payable by TIAA- 

CREF upon receipt by TIAA-CREF of a satisfactorily completed application. 

for benefits and supporting documents. The. necessary forms will be -provided 

the participant or-beneficiary by TIAA-CREF. 
XIV. Requests for Information and Othe r Claims Procedures . Requests for 

information and clairris or s,ervice of legal process concerning eligibility, - 

participation, contributions or other aspects of the operation of the plan should 

be directed to the Adxninistrator of this plan. If a written request or claim 

is denied, the Administrator shall, within a reasonable time, provide in writing 

to the claimant the basis for any such' denial and the procedure €or requesting • 

. a review of such denial. Requests for information concerning the TIAA-CREF 
annuity contracts and their terms, conditions and intepretations thereof, claims 
thereunder, any requests for review of denial or such claims, and service of 
legal process, may be directed in writing to. TIAA-CRE.F, 730 Third Avenue, ' 

• New York, New York 10017. ^ 



Amendment. While it is expected that this plan wiir contir:iue indefinitely, the 
Board of Trustees of The Elmira College -re serves the right to modify or 
discontinue the plan at any time. ^Any discontinuance or modification of the ^lan 
cannot affect the benefits accrued by participants prior to the date- of discontinuance 
or modification* 
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Appe ndix A ' . * — ■ 

■ \'' „ ■ . ■ ^ ■. . — ■ • 

" • Definitions " " " . .•. 

Year of Service, For purpose' of participation requirenients, the ternv**Year ' 
of Service'* shall mean: 

(a) for a faculty member in an eligible category of employment, a twelve 
month period starting with the faculty member's date of employment during 
which the fa.culty member is expected to complete twelve credit hours of 
classroom teaching, act as advisor for at least five students assigned to 
the faculty member for a period of at least thirty-five weeks, serve on 

■ . - ■• , ' ■ . ■ °:, - - . 

committees, participate in all College sponsored workshops and 
maintain office hours for at least five hours a week for a period of at least 
thirty-five weeks during the twelve month period with the^Provost, Dean 
^ojf Administration and/ or the Dean of Continuing Education (ieternlinirtg 
exacl^ly how the equivalency shall be majde.. , 

(b) for all other employees in an eligible category o^employmenti a twelve 
month period starting with the Administrator's date of employment during 
whi^h^he Administrator is expected to complete 1,000 or more hours of 
s^^rvice. . ' t 

Parti^'ipation m the plan begins only when the service^rdquirement set forth in 

/ * . ' . . , ' ' • . ■ . • 

Section III has been fulf illed. . 

Y,6ar of Participation. A year of participation is any '*year of service^' after 

/ ■ <f - . ^ . ■ ■ . - ^ " • ''• 

participation in the plan begins.;, ^ ^-^'^^ 
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, . ■ APPENDIX C ' 

Excerpt from Part B, BY-LAWS of ' 
ELMIRA COLLEGE, ELMIRA; NEW YORK 
As Adopted January 27, 1945 

ARTICLE VII ■ ' , ' 

Chancellor of the College, 

Section 1. The Chancellor of the College shall be a member ex 

officio of. the Board of Trustees and shaU be the head of all educatibnal 
departments of the College, exercising,- subject to .the rules and 
regulations of the Board of Trustees, such supervision and direction 
as will promote the efficiency of such'educational departments. He 
shall preside at the meetings of the faculty and shaH bs the official 
medium of communicatipn between the faculty and the Board of 
Trustees, and between the students and the Board Of Trustees. 

He shall recommend to the Board all promotions and assignments for 
the faculty. ' ' ' 

He shall.be responsible for the educational standards and discipline of 
the College, and for executing such measures concerning internal ad- 
ministration of the College as the Board of Trustees or^Executive 
Comrnittee may enact, and shall perform such other duties as from 
time to titoe may be assigned to him by the Board of Trustees. 

Section 2. The Chancellor of the College shall ma^ce and submit to 

the Board of Trustees at -its „ stated meetings, and at such other times 
as the Board or the Executive Committee may requii;e, a report of 
•the work and condition of the College, and shall present for iKe Board's 
consideration such measures as he shall deem necessary or advisable 
for the welfare of the College. 

Section 3. v In case of vacancy in the .office of the Chancellor of the 
College, or of the absence of the Chancellor, or of his inability to 
serve, the Board may appoint an acting Chancellor of the College. 

.. . Article viii .; 

The Faculty . 

' . ■ . ? * ' - 

Section 1." Definition of faculty for voting purposes. The Elmira 
College faculty includes the Chancellor, wh9>ihall be the presiding, 
officer of the faculty, the Provost, all pers^ons \vith the rank of As- 
sistant Professor and above, instructors who have taught one year at 
Elmira College, and the major administrative officers listea below: 
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. Dean of Administration 
I' Dean of the College . . 

Chief Financial Officer . • ^ : . 

Dean of Continuing Education and 

Community Services 
Director of Career Services ' 
o ' Director of Development and 

Assistant to the Chancellor . 
Dean of Admissions 
Registrar 

Executive Assistant to the ' 
Chancellor 

Section 2. The faculty shall m£et monthly during the College ' 

sessions, and shall appoint a Secretary who shall keep a record of 
their, proceedings.' Special meetings may be called by the Chancellor 
of the College. ' 

Section 3. the faculty shaU devise, subject to the approval of the 

Board of Trustees or Executive Committee, requirements for admission, 
conditions of graduation, the.nature of degrees to be conferred, rules 
and methods for the conduct of the educational work of the College, and 
shall recomrnend to the Board candidates for such degrees as shall be 
granted upon successful cornpletiori of prescribed courses of study. 

ARTICLE IX. , 
Amendnqients 

These By-Laws may be amended or repealed at any stated meeting of 
the Board by a vote of two -thirds of. all the members present, pro- 
viding a quorum of the Trustees shall be pre sent and participating in 
the meeting, previous notice of the nature of any proposed amendment 
having been given at least one meeting before the action thereon shall 
be taken. 

ARTICLE X ■ 
' Former By-Laws 

AH former By-Laws are hereby repealed. 
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APPENDIX D 

ARTICLE 129"Ai NEW YORK STATE EDUCATION LAW ■- 

EXPI IBIT A 
• . . ARTICLE 129-A 

STATUTE ' •' '\ .. * 

Section 6450. Regiilation bv colleges of conduct on campuses and other 
college property used for educational purposes. ° 

1. The trustees or Other governing board of every 
college charterea by the^ regents or incorporated 
by special act of the legislature shall adopt rules 
and regxxlation^ for. the niaintenance of public 
. order oti college campuses and other college 

property used for educational purposes and pro- 
vide a program for the enforcement thereof. ' 
Such rules and regulations shall govern the con- 
duct of §tudent^% faculty and other stjaff as well 
as visitors and other licensees and invitees on 
such campuses and property. The penalties for 
violations of such rules and regulations shall be 
. clearly se^ forth therein and ishall include proi 
; visions foi the ejection of a violator from such 

campus and property, and in the case of a 
student or facui :y violattor his suspension, ex- 
, P^sion or other appropriate disciplinary action. 

Such rules and regulations shall be filed with the 
regents and the commissioner of educatioti not 
later than nine -y days after the effective date of 
^this act. All amendments to such rules and 
YGg^l^'ions shall be filed with the regents and 
the commissioner of education not later than 
ten days arter their adoption. 

2. If the trustees ox other governing board of a 
college fails to file the rules and regulations 
within the ^.ime required by this section such^ 
college shall not be eligible to receive any state 
aid or assisi;ance until such rules and regulations 
3- re duly filed. ' \ 

3. Nothing coniained in this section is intended nor 

. .■13s ■ ■ - ■ 
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shall it be construed to limit or restrict the freedom 
of speech nor peaceful a*ssembly. ;^ 

4. This act shall take effect immediately. 

EXHIBIT B 

ELMIRA COJ^LEGE 

RESOLVED THAT THE BOARD OF TRUSTEES OF ELMIRA COLLEGE 
DOES HEREBY ADOPT THE FOLLOWING RULES AND REGULATIONS 
FOR THE MAINTENANCE OF PUBLIC ORDER ON THE ELMIRA COL- 
LEGE CAMPUS, PURSUANT TO ARTICLE 129-A OF THE EDUCATION 
LAW OF THE STATE OF NEW YORK. 

PUkPOSE \ ^ 

The purj^ose of the college is to provide the facilities and environment 
in which truth and^knowledge may be freely pursued by faculty and 
students in order to stimulate the intellectual, moral and spiritual de- 
velopment of the students. 

The primary respbnsibilities of the faculty and administration are to 
foster, enhance and safeguard the freedoms of all to learn. The 
central functions of the students are to exercise the freedoms and 
opportunities to learn and to contribute to the maintenance and nurture 
of an-orderly intellectual environment wherein the freedom and op- 
-portunity to learn can be freely exercised by all members of the com- 
munity. 

Because the rights of freedom of speech, lawful as sepbly, petition 
arid peaceful, non-disruptive demonstrations are fundamental to the 
academic and democratic processes, the College supports these, rights 
and recognizes the rights of all members of the academic community 
to express their views and to take exceptions to actions and opinions 
with which they disagree. The College emphasizes, however, that 
the academic processes cannot be sustained if actions of any individual 
or group limit, interfere with, or infringe upon the equal rights of 
others either in their regular routine or in si>ecial exercises and 
ceremonies. *. 

To protect these freedoms and to maintain decorum and order, the 
following rules are adopted. > 



RULES 



No person shall: 

1. Prevent either free access to or egress from 
the campus or from any building or hallway or 
room in any building, or adversely occupy any 
pairt of a building, hallway or room, 

2^. Obstruct the movement pf others -on the campus 
disrupt or interfere with the conduct of any 
class, activity, event or function condtictedj 
sponsored or approved by the College. 

3. Interrupt or prevent invitees or licensees of 
the College from speaking %r performing, or 
interfere with their supplying information or 
services, or demonstrate in the building where 
a speech is taking place or where a^Colleg^' 
function is being held. ' 

4. Use public address systems on college property 
except when authorized by College officials, 

5. Use language or engage' in conduct likely to en.- 
courage yioience on the campus, or act in a 
disorderly manner. 

6. . Damage or destroy College property or the * 

property of others, or threaten or assault the 
person of others. 

7. Except a legally constituted security officer, 
^ .possess any firearms on campus. 

8. On the Elmira College campus refuse to identify 
himself to the Chancellor or Provost of the 
College or any security employee thereof, by 
failing to present his identification card or other 
satisfactory evidence. 

PROCEDURES AND PENALTIES 

1. Any visitor, licensee, invitee or trespasser on 
the campus who violates any of the foregpiTig 
prohibitions, shall be requested to leave the 



141 



129 



campus irrjjnediately: and, upon failure to do so, 
shall be subject to eviction and/or arrest by the 
civil authorities. ^ 

0 

Any student or member of the faculty who violates 
any of the foregoing prohibitions shall be requested 
to desist and shall be subject to suspension-pending 
a hearing; ahd to censure, probation, suspension 
and/ or- disrriissal following a hearing before the 
Judicial Board and/or the Discipline Committee in 
the case of students, or the Chancellor's Faculty 
Advisory Committee in the case of faculty. The 
Chancellor er Provost is authorized, pending a 
hearing, to suspend a student or member of the 
faculty who is accused of violating any of the fore- 
going prohibitions. Any student or faculty who con- 
tinues to violate any of the foregoing prohibitions 
after^being advised by the Chancellor or his agent 
to cease, shall be subject to removal frorh the 
campus by civil authorities. 

Written charges of alleged violation and the time 
when and place where charges will be heard, shall 
be personally given to the accused a reasonable 
time prior to the hearing which shall be scheduled 
not later than, ten days after the alleged violation, 
The^actused shall have the right to be assisted by 
a student or mernber of the .faculty at the hearing, 
to cross examine witnesses who testify against him 
and to produce evidence in hi a, own behalf. A 
record of any'hearing, adequate for review, shall 
be made and a transcript shall be available to the 
accuded* 

Findirl^s and recommendations of the Judicial, Board 
and/or the Discipline Cominittee or the Chancellor's 
Faculty"Advisory Committee shall be filed with the 
Chancellor, or in his absence with the Provost, who 
shall (a)'^dismiss the charges against the accused, or 
ih) censure, suspend, place on probation or dismiss 
the acpused from the College if disciplinary action 
is warranted. 

The accused shall have the right, within ten days 
after the action by the Chancellor or Provost, to 
appeal from the action against him to the Advisory 
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Committee of the Board of Trustees of Elmira 
College, by filing a written notice of such appeal 
with the Chancellor. 

A copy of this statement and rules and regulations 
shall be distributed to all members of the student 
body, faculty and administrative staff and other 
interested constituencies of Elmira College.. 

EXHIBIT C 

The University of the State Qi New York. 
THE STATE EDUCATION DEPARTMENT 
Albany, ^New York 12224 

Robert D. Stone May 8, 1 969 . 

Counsel 

Deputy Commissioner for Legal Affairs 

Memoranduni-^fe,:^^ Chief Executive Officers of Higher Ifistitutions 
From: ~ Robert D. Stone 

Subject: Education Law Article 1 29- A ° 

During the brief period since; April 21, when new Article 129.A of the 
Education Law became effective, the State Education Department has ' 
received numerous requests from the.higher education community for 
a summary of the standards established by the Legislature with respect 
to the rules and regulations to be adopted by higher institutions for the 
maintenance of public order on their premises. 

In our view, the Legislature has provided that such rules and regulations 
must meet the following basic requirements: 

1. They must be {>^romulgated by the trustees, or 
other governing body of the institution. In our 
opinion, this requirement does^not preclude the 
trustees from such consultation as they may 
deem appropriate with the faculty, staff and 
student body o£ the institution. 

- 2. They must relate to the maintenance of public 
prd^r on the premises of the institution. 

3. ^ They must govern the conduct on the premises 
of the institution of students, faculty,^ staff and. 
all visitors. 
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They must set forth clearly the penalties which 
^ will l>e imposed for viblations of the rules and 
regulations, which penalties must include: 

a. Provision for thfe ejection of violators 
from the premises of the institution; 

and : . . . - 

b. In the case of a violator who is a mem- 
ber of the faculty or studetit body of the 
institution, his suspension, expulsion or 
other appropriate disciplinary action. 

In our opinion, a r.ange of penalties may be specified, 
with provision for the manner in which the specific 
penalty within the range will be determined in a 
specific case. 

They must be filed with the Board of Regents and the 
Commissioner of Education no later than July 20, 1969. 
Fbr filing purposes, two complete sets should be ad- 
dressed as follows: ' 

Dr. Frederick M. Binder 
Associate Commissioner for 

Highei: Education . 
State Education Building ^ 
. Albany, New York 12224 

Any subsequent amendments of the rules knd regu- 
lations made by the board of trustees must be filed, 
in the same manner, no later than ten days after the 
adoption. 

\ - . 
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; . APPENDIX E 

h ■ ■ ' ■ ■ • 

a INDEX OF NAMES / 

The Information Manual refers to offices but does not include names 
of office holders. To make the Manual complete, the following names 
of office holders, as of 1 March 1974, are given below. The College 
Directory contains campus- and Tiome addresses and telephone numbers. 



L-A Chancellor 

I-B . Provost 

I-C Dean ol Administration 

I-D Dean of the College 

Assistant Dean for Women 

and Counselor 
Assistant Dean for Men 

arid Couriselor 
Director of Financial Aid 
Executive Assistant for 

Residence Halls 
Director of the Campus Center 

I-E IDean of Continuing Education 

and Community Services 

I-F Director, Gannett- Tripp 

Learning Center 

I-G Regi'strar and Director of 

Institutional Research 

I-H Director of Career Services 

Coordinator of Placement 

I-*It Dean of Admissions 

Admissions Counselors 



J. Ralph Murray 
David G.^^Ji^fer 
Gertrude H. S^^emuUi 
James Mittelstadt 

Alice-Ann Schuster 

Lee Watkins 
Edward Clark 

Olive Williams 

Francis X. Brady - 

James Gray 

Sidney J. Mann II 
Andrew A. Molloy 

Charles R. Miller 

William Bromley 
John Clarkeson 
Sally Osann 
Barbara peasley 
Wendy Roworth 
John Zeller 



/ 
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Assistant to the Chancellor and 
Director of Development 

Director of Public Relations 
Director of Publications 
Director of Alumni Affairs 

Chief Financial Officer 

Business Manager 

Director of Food Service 
Director of Physical Plant 
Bookstore Manager 
Post, Office Manager 
Manager, Duplicating and 
Mailing 

Director of Athletics and 
Physical Education > 

Director of Data Processing 

Coordinator of Computer Services 

Executive Assistant to the 
Chancellor 



Gene J^. Cesari 

Richard Morrison 
Lee j. Kline 
Sara Sage Bryner 

John A. Riccillo 

Ronald W. Wheaton 



Charles Schilling 
Ben Otten 
Alice Ford 

Harry Backer 



Paul Brand 



Gary Swarthout 



Thomas R. Walton 
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: , SUPPLEMENT TO 
ELMIRA COLLEGE 
INFORMATION MANUAL 

AUGUST 1975 ' 

the August 1974 Supplement, 

During the Academic Year, any ^taff member who is 
physically injured during working hours should be brought 
to th^ Clarke Health Center for medical treatment. If 
more than first-aid is required, the R. N, on duty will 
send the individual to the hospital. - . 

All accidents must be reported at the time they occur f 
either to the R. N. at the Health Center or if the ac . 
cident occurs during a time of the year when the Health 
Center is closed/ to Mrs. - Susan Anderson, Payroll 
Assistant. The College will not authorize any Work- 
men's Compensation clai|n Which, hag not been reported 
through the above channels on a timely basis. 

The College will give a 10% reduction on all activities 
and tuition expenses for people holding Gold Cards or 
evidence that they are 6§ year^ of age or older. 

Where two or more members of the same family are 
resident at the sarrie time at Elmira College, a credit 
on rodm and board charges is allowed, each student 
according to the fbllbwirig schedule: 

Credit per Family Member 

3 First Student " ^ None 
Second Student $200. 
Third Student 400. 
All Additional Students ' 400. 

i. ' ■ * ^ 

The rental fee for the cap, gown and hood ($6. 00 for 
Corrimencement 1974) will not be refunded for students 
who choose to graduate in absentia;^ 

The same fee will be charged and should be identified 
as the cpst of graduating in absentia. 

Caterer's Permits 

a. Campus Center and Murray Center 

Beer license covers the sale of beer. A Caterer's 
Permit is required if liquor or wine is to be 1 
I served. 

J.49 
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b. Eaglets Nest 

A liquor license permits us to sell liquor, 
wine and beer. No Caterer^s Permit is re- 
quired if the event will be on the premises. 

0 

c. Occasions' Requiring a Caterer's Permit 

A Caterer^ s Permit costs $30 arid this cost 
should be passed along to the user,^ A per- 
nriit is required f^r any event held on Elmira 
College preniises at whicjh liquor or wine 
will be served and Tvhich is not held on the 
premises of t^e Eagle's Nest, 

6. Anticipated travel by members of the faculty arid staff 
^ should be registered with the Development Office thre 
r weeks in advance oJf the trip so that all trips can be cc 
ordinatedo Individuals taking trips at college expense 
may be a^ked to perform services for other offices. 

^Tipplemental Informatipn - August 1975 

1. Board Refunds 

a. Board refunded fd6.^'sfudents who will be 
off 'campus during Term III will be $12. 00 
^ier week. 

b. Refund for meals niissed because of student 
teaching or field experience will be: 

Breakfast '$0. 30 

Lunch 0.65 
Dinner 0.85 

2, CCFL Student Access Procedures 

Student access is a cooperative arrangement among 
CCFL member institutions (Elmira College, ''Alf red 
University, Ha rtw:ick College, and Caze^ovia Col- 
lege) which allows students to study at/another CCFL 
member institution without any exchange of room, 
board, or tuition.. The Studeijt Accerss Program is 
intended to provide you with maxiimim access to the 
combined resources of the consoirtium institutions. 
/ Credit is granted for courses completed on another 
CCFL member campus^ or for/off- campus programs 
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sponsored by a member, college or by the CCFL. 5 
. Student Access is "coordinated through the office 
of the CCFL Deputy Director on each carr.pus 
except Elmira. ^ ALL QUESTIONS ON THIS 
CAMPUS REGARDING STUDENT ACCESS SHOULD 
BE DIRECTED TO THE DEAN OF THE COLLEGE'S 
OFFICE. , , . ^ . 

a. SELECTION OF COURSES - It is your 
responsibility to select courses->at the 
host institutidn. Your sources of infor- 
mation include your advisor, ^ catalog 
of cc^urses from the other CCFL member 

'"'^'^ xnstituiionsi (Gannett- Tripp Learning 

Center) or, through the host institution's 
Deputy Director, a temporary "advisor 
on the ho3t campus. (Th^ CCFL Deputy 
Director will generally locate a tempo- 
rary advisor on the host campus). This 
is.,a crucial st^^, and usually involves 
a visit to that campus since actuaj. 
course schedules vary from semester 
to semester, and catalog descriptions 
may or may riot provide sufficient infor- 
mation from which to make course 
.^selections. . 

b. STUDENT ACCESS FORMS - Forms for 
student access participation are avail- 
able at the Registrar's Office. Student 
access forms must be completed in 
triplicate. 

c. ADVISOR"-. ' ^ 

(a) The advisor muet confirm that you 
are taking courses that satisfy - 
graduation requirements, and are 
supportiv^e of your academic plan. 
Final responsibility for the selection 
of courses and satisfaction of grad- 
uation requirements', however> is 
always vested in you. 

(b) After courses have been selected 
at the host institution, your Elmira 
College advisor Officic^Uy approves 

"'^^-^.^^ the program" by siigning the student 
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r access for, line 4, "Home In- 
stitution Approval Granted". 

DEAN OF THE COLLEGE - 




(a) The Dean of the College must verify 
that you are eligible for participation^ 
in student access. . The Dean of the 
College will confirm that you are 
not, on academic or social probation. ) 

(b) The program is intended to proVide / 
*;iike»^ services. The Dean of the ( 
College will confirm the receipt of | 
your payment (tuition^ room, and 
board). If you wish additional 

J services on the host campus, ad- 
ditibnal costs will be involved. For 
instance, if you do not participate 
in the Elmira College room and 
board program, you will not receive 
those services on the host campus 
unless appropriate arrangements 
are made and mpni.es paid. 

(c) The Dean' of the College will dis- 
tribute the completed student access 
forms as follows: 1 copy to the ^ 

^ Elmira College Registrar; 1 copy 
to the Deputy Director at the host 
institution; knd, the third copy for 
the Dean of the College files. 



REGISTRATION order to participate in the 

student access, program, you must register and 
pay fees her e at Elmira. The registration 
''program of courses card'* should r^ad ''CCFL 

Student Access at\^^_ College. You 

then must complete the necessary formab 
registration procedure , at the host institution 
as well. 



Diie to calendar conflicts, the t)ean of the Col- 
lege will generally be able to eliminate an ad- 
ditional trip to. Elmira College to complete our 
home institution's registration ^^rocedure. It 
is, however, your responsibility to confirm 
this service with the Dean of the College. 



SERIC 



152 



Supplement - August 1975 . 5 

f. CALENDAR /COURSE LOAD CONFLICTS - 
The institutional calendar and course ac- 
counting system varies from institution to 
institution, including the awarding of credit . 
for short terms. It is, imperative that:.you 
compute and clearly Understand the total 
number of credits ydu will earn for an ^ 
academic year, and the effect, if any, from 
participation in this program. 

3. Emergency Procedure s o 

Attached is a one page list of procedures covering 
various emergency procedures. Read it carefully 
and have it available for quick and easy reference. 

4. Family Educational Rights.and Privacy Act of 1974 

Following are the guidelines which have been established 
in order that we may comply with the provisions of this 
act. 

a\ All students registered with the Office of Career 
Services should give blanket, written perrhission 
^ on forms we provide to send their Placement. 
Folders, including copies of transcripts, to all 
employers or graduate or professional schools 
requesting such information. Students par- 
ticipating in Intercollegiate Athletics will be 
V asked to give blanket permission to send infor- 

mation necessary for us to respond to the NAIA 
; eligibility forms.. All other students will be 

given the option of signing a release in the event - 
the college needs to respond to some request, 

b. When a request for information is received from 
a third party, unless the student has already 
given blanket permission to release this infor- 
mation, we will have to obtain his written per- 
mission prior to release of the information. 

. Students who do not give blanket permission 

would need to be asked for permission on a re- 
quest by request basis and will be charged $2. 00 
for the cost of processing each request. 

c. The student's file or transcript will include a 
list of all third parties to whom copies have 
been sent. ^ 
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We will place in every student folder a form 
on which individuals Inspecting the folder (in 
eluding the student) must record their name, 
the date, and a brief reason for looking at 
the folder. These would be kept. in the foldei 
or attached to the permanent record card. 

The following statement will be placed on the 
outside of every credential folder and pn a 
.note attached to any other personally identi- 
fiable information sent to third parties. 

'*This information may not be 
shown to/another party. It is 
for your personal use only. 

College attorneys advise that in using the 
statement the college meets its obligation 
regarding fGurth party access. 

Students who request copies of information 
in fheir files must make such request in 
writing on a form designed for that purpose. 
A copy of the form will be placed in the 
folder. Students will be charged $U 00 
per. page for copies. Information requests 
made on 19 November are answerable on 
2 January 1975. 

In relation to aLdmissions, a student is de- 
fined as such only after he registers for the 
first time. At that time the student would 
have the rights given in the law. 

.Grad^ reports and notification of disciplinary 
actions shall, in accordance with the law, 
continue to be sent to "parents or guardians. 

-The Provost is designated as the person to 
whom the student goes for a hearing. If a . 
conference cannot resolve the issue, the 
Academic Standards Committee will be the 
appeal group. 

In. no case will students have access to the 
PCS or any other information regarding" their 
parents economic status without the written 
consent of the parents. Neither will they 
have access to medical records. 
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The following Statement of Policy will govern transfer 
h of credits to Elmira College, and replaces all policies 
previously established. 

» ^* General Require^ments for Undergraduate Degrees 

(1) % Baccalaureate Degrees . Successful com- 

pletion of at least 20 units (30 semester 
hours) of credit from Elmira College and 
a total of 80 units (120 semester hours) of 
credit. 

(2) Associate Degrees . Successful completion 
of at least 8 units (12 semester hours) of 
credit from Elmira College and a total of 
40 units (60 semester hours) of credit. 

(3) The major or c oncentration must include 
successful completion of^at least three 
courses (a minirnum of 9 semester hours 
or 6 unifs) taken at Elrriira College. These 
courses must be from. those required for 
the major or concentration. 

(4) Tor all undergraduate degrees, the student 
must achieve a minimum cumulative grade 
point average of Z. OO'for all work taken at 
Elmira College. 

b. ' General Requirements for Graduate Dec rees. 

(1) Successful completio^n of at least 21 . , 

semeste;r hours^of credit from Elmira 
College and a total of 30 semester hours. 

(2) Achievement of a minimum cumulative 
grade point average 6f 3. 00 for all work 
taken at Elmira College. 

^ c. Credit Determinations . 

(1) Undergraduate credit for which the student 

received a grade of C or above, and graduate 
credit for which the student received a grade 
of B or above will be considered for trans- 
fer to Elmira College from institutions 
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which are accredited by an agency wliich 
is a member of the Council on P6st« 
secpndary Accreditation (COPA). 

. (2) Students who hold the Associate Degree 
from an accredited college as defined 

' ' ^ above and have achieved a 2. 00 cumulative 
' grade point average (on a 4, QO system) 
shall be considered for full Junior Standing. 
'/Full Junior Standing" means that not 
fewer than 40 units (60 semester hours.) 
nor more than 45 units (68 semester hours) 
will be granted for the Associate Degree, 
^ ^and that the student has met all the general 
degree requirements i^equired of fresh- 
men and. sophomores, (Mpre than 40 units ^ 
will be granted only if the nurfiber of credits 
for which the student received a grade of 
C or above total more than 40 units: ) 

(Students will have met the Elmira College 
Physical Education Requirement only if 
they have taken and completed a physical 
education requirement from the college 
fr.om which they intend to transfer. ) 

(3) Elmira College accepts credit recom- 
emendations as given by the Commission 

^„ on the Accreditation of Service Experience, *. 
Educational Testing Service, New York 
State Department of Education, and The 
American Association of Collegiate Registrars 
^ and Admissions Officers. 

(4) All other credit determinations will be 
made by the Registrar in consultation 

. with the Provost and other appropriate 
officials on the basis of guidelines recom- 
. . ^ mended by the Academic Standards Com- 
mittee and approved by the faculty and 
Board of Trustees. 

(5) Courses taken at another college and in 
which the student received a grade of D 
may be accepted to waive a prerequisite 
or a degree requirement, but will not be - 
transferred as credit except under 
Section 5-c-(2) above.^ 
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(6) - If another college permitted the student 
to repeat a course to raise a grade, 
Elmira College will accept the higher 
grade. 

Elmira College Grading System, 

a. The system shall include the following grades 

which carry quality points and are thus included 
in. computation of grade point average. 

A, A~ (90%.100%) indicates a mastery 

of the knowledge and skills of 
the course. The student re- 
ceiving this grade has demon- 
stiated his or her ability to 
recognize, analyse, and solve 
•new problems independently/ 

B+i B, B- . (80%-89%) indicates achieve- 

/ . ment of a high order, involving 
high proficiency in the attain- 
ment and application of knov/l« 
e4ge and skills. 

C+, Cv C- . (70%-79%) represents an average 

performance. It should indicate 
' ^ familiarity with the content of 

the course and active participa- 
^ tion in the work of the class. 

D+, D, D^. ' (.60%-69%) indicates- work which 

is in one or more respects be- 
. ^ low the acceptable standard for 
graduation, but which is suf- 
fient in quantity and quality to 
be given credit toward the degree 
if offset by a sufficient amount of 
■ superior work in other cou^rses. 



F (Below 60%) ^ Indicates failure. No credit. 
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hj Each of the grades identified above shall carry 

the quality points indicated below, . \ 



A = 


4 n 
^« \j 


UT 




A- = 


3. 7 


D = = 


% 1.0 


B+ = 


i.3 


D- 


= 0.7 
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3.0 






B- 


.2.7 






C+ = 


2.3 


■ F 


0 " 


c 


2. 0 






C- 


1.7 







c . ' Additionftl grades which .shall be available for 
use, but which do not carry quality points and, 
except for WF, are not computed in the grade 
point average are; ■ 

I = incomplete; final examination deferred or 
work not cor4pleted for reasons of health or 
serious emergency; becomes an F if not com- 
pleted within six months, 

P = passing; represents A through D as defined 
above. , « 

W = withdrawal; indicates withdrawal while 
passing the course, 

WF = withdrawal failing; indicates withdrawal 
while failing the course, or withdrawal from 
the course after the fifth week, (Counts in 
grade point average as though it were an F, ) 

7l Procedures for Atyar din g Ass ociate Degree s to FulU 
Time Students , . ™" 

In order to, receive the degree Associate of Arts, a 
full-time student must make application to the office 
of the Registrar as soon possible, but not later 
than sixty days prior td the Commencement at which 
he expects to receive fhe degree. The application 
form must be signed by th^ advisor attesting to the 
fact that the student has developed an academic pro- 
gram which, if successfully completed, will result 
in completion of the requirement for the Associate 
degree indicated* 

At the end of Term II of the year that the degree is 
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is to be awarded, the advisor must further certify 
that the student has in fact completed the requirgi- 
ments for the degree. - 

Appropriate forn>s, afe available from the Office 
* , of the Registrar; 

■ ■ * 
8. Academic Program Planning Coordinators 

Three academic areas have been identified as follows: 

• Health and Technical Services - Dr. Uindsay 

The disciplines included are: 

Biology 
Chemistry 
> Physics 
Geology 

Speech and Hearing 
Mathematics 

' S^si^ess and Huma n Services Dr. Kobaya s Ui 

The disciplines included are: 

Business Administration 
Economics ' . • ' 

Political Science 
Sociology 
Psychology . 
Anthropology > 
Education 

C . Arts and Humanities - Dr. Whalen 

Th© disciplines included are: / 

English . 
. ' History 
. Art 

c < Music 

. Theatre 
Languages 

Philosophy and Religion 

The Coordinators have responsibility for reviewing the academic 
programs being offered for both full-time and part-time students. 



159 



Supplement - August 1975 



12 



It is anticipated that, these programs can be combined to improve 
the curricular opportiinities for all Elmira College students. The. 
Coordinators will be responsible for encouraging both full- time 
and part-time faculty to improve the programs and for riecom- 
mending assignments of teaching responsibilities. - 

The Coordinators will be expected to review the credentials of 
both full- and part-time faculty and be closely involved in making 
'recornmendations for hiring faculty. 

The Coordinators will work as a team to insure that the entire 
curriculum is a balanced one designed to meet as nearly as pos- 
sible the needs of all our students. On academic and staffing 
matters they vdll serve as liaison between faculty and. the Dean 
of Administration and Dean of Continuing Education. It is ex- 
pected that faculty will discuss their curricular and scheduling 
suggestions with the Coordinators who will present recom- 
mendations to the Dean. 
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EMERGENCY PROCEDURES ^ PLEASE POST BY TELEPHONE 

FJR^ - ^'^ery small fires may be handled through the use of a fire extinguisher. 
In all other cases of fire: 

1. Call the Fire Department 734-5121 
Building Address is^ 



\ 



2. Pull fire alarm. 

\ 3. See that everyone has vacated the building and remains a safe distance away. 

\ 4. Notify Security. 

5» Notify a member of tlie adVninistrative staff: 

Dr. Ruffer V (732-6400) Ext. 212 

Mr. Walton \ ' ' (734-5632) Ext. 285 

. ' . Mr. Whekton \ (739-7255) Ext. 205 

Dr. Mittelstad\ (733-5041) Ext. 221 

Mr. Schiir^iig^ \ (733-2759) Ext. 251/278. 

BOMB ALERT - If you are notified by a member of the administration thgit we 
-are having a bomb alert; 

1. Pull fire alarm. 

2. See that everyone has vacated the building and remains 300 feet away until 
all is clear. . ^ 

ILLNESS, INJURY OR ACCIDENTS - \ 

1. Contact the Health Center immediately (732-1541), describe the problem 
and nurse on duty will advise you pf action to be taken. If the ambulance 
is needed, the nurse will call one and will alert the hospital that a patient 
will' be arriving. Do not try to move anyone who cannot move himself. . 

Z. If College is not in session, call directly for an ambulance (734-914L). 
State address, best enttance, nature of illness or injury. 

3. If a staff or faculty member is injured during worHing hours, he should be 
taken (if appropriate - see CI)' to the Clarke Health Center for treatment. 
If more than first aid is called for, the R. N.- on duty will send the in- 
dividual to the hospital. 

All accidents must be reported immediately either to the R. N. at the 
Health Center or to Mrs. Anderson, Ext. 223, in order for the College to, 
authorize Workmen's Compensation claim. 

)• EMERGENCY NUMBERS : 

Police 733-6641 Clarke Health Center 732-1541 

Fire Dept. 734-5121 Ambulance .734-9141 

The Clarke Health Center, Switchboard, Campus Center, Head Residents, and 
Security personnel are interconnected via two-way radio. 
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